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Welcome

This user guide describes how to use the Accellion Mobile File Sharing Solution.

If you experience any difficulties when using Accellion, please contact your company’s system administrator.
What'’s New

Release 9.8 is a maintenance release.
Release 9.7 includes:
e Remote Wipe for mobile

e Kitepoint 1.5: Add Content Connection option

Release 9.6 includes:

e QOrganizational edit of the Guide
Release 9.5 includes:
e Bulk Download
e Increased the maximum number of attachments to emails from 10 to 100

e Viewing files with Accellion’s Online Viewer
e Kitepoint — Upload files to Windows File Shares (CIFS/SMB Shares)

Release 9.4 includes:

e Lock/Unlock functionality

e Added Windows File Share (download only)
Release 9.3 includes:

e Kitepoint

e Kitepoint — SharePoint 2007/2010/2013 Sites
Release 9.2.68 includes:

e Schedule Sync

e Select and Sync

Release 9.2.3 includes Workspace Favorites:

e Workspace Favorites

Release 9.2.2 includes an increase in the maximum number of files that can be uploaded.

e Attachments

Release 9.2 includes on-demand syncing for shared corporate files:

e Workspace On-Demand File Sync
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Overview of the Accellion Solution

The Accellion Secure Collaboration web user interface offers you the ability to share files and collaborate with

others while keeping those files secure, up-to-date, and organized.

Managing Files

The Accellion solution enables you to add, collaborate and share files securely with other stakeholders either in

your organization or beyond.

The file management portion of the Accellion solution consists of three tools: kitedrive, kitepoint, and

workspaces. Each of these methods of collaboration fills a specific need.

kitedrive

Kitedrive is your own personal
workspace where you can
securely manage your own files,
online or offline, over multiple
devices.

kitepoint

Kitepoint provides real-time
mobile access to files stored in
SharePoint and Windows File
Shares, behind the firewall,
without a VPN.

workspaces

Workspaces are areas where you
can collaborate securely with
other users over multiple
devices. Users are given different
roles defined by the manager of
the workspace.

Sync is automatic and
continuous. When you edit a file
offline, it syncs automatically
when you get back online again.

Sync is not available.

Sync must be performed
manually or scheduled.

Lock/Unlock functionality is not
available.

Lock/Unlock feature is available
in SharePoint, not in CIFS.

Lock/Unlock feature is available.

Managed by the individual user.

Managed by the Accellion
administrator.

Managed by the Accellion
administrator.

Sharing Files

In addition to managing your files, Accellion also offers you the ability to share files securely, either via the

Accellion interface or through a plugin that connects directly with your Outlook or other email utility. Also

available is a SharePoint plugin. Refer to the appropriate plugin user guide for information about plugins.

An optional Administrator-controlled feature includes the ability to access and share your files remotely using a

mobile device. Included in this feature is a remote wipe capability if your device is lost or becomes

compromised. Contact your Administrator for information about this feature.

Accellion Web User Guide
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Getting Started

This section familiarizes you with the basic layout of the Accellion Secure Collaboration web user interface. This
represents the view a typical Standard User would see. Depending on what options the administrator has
enabled, not all options and buttons covered here are available.

Logging In

The login screen is where you enter your email address and password to log in and use the Accellion solution.
Because Accellion is web-based, be sure that you are connected to the Internet.

User Login:
E-mail: | user@accellion.com ‘
Password: | ---------- _‘
Forgot password?
| Login |
: 7 I dont have an account yet.
Your Most Valuable Asset. % Getling Started?
Information
Share It. Secure It.
——
f Secured by Accellion.

The Login Screen has the following fields:

Forgot Password? — Click on this if you can’t remember your password. You are prompted for your email
address, and a new system-generated password is emailed to you.

NoOTE: If your Accellion deployment is using an LDAP connection, you are reminded to use your
network/email password.

I don’t have an account yet — Walks you through the account creation process. If you're part of the email
domain of the Accellion server, you are created as a Standard User. If not, you are created as a Restricted
Sender.

Getting Started? — This link takes you to the Getting Started Guide.

Contact Us — Indicates who you should contact for further assistance.
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Home Page

Upon logging in, you are shown the File Manager screen. The File Manager tab shows all files currently
accessible via your Accellion account, and all of the methods of collaboration available to you: kitedrive,
kitepoint, and workspaces.

The Send tab is where you compose emails and attach files to be sent. These files are sent as secure links. You
can also create draft emails, which can be sent later.

sp.owner@accellion.com | Seftings | Help | Sign out

Accellion =7

File Manager Send File

F kitedrive Kitedrive e 2 (a
X Kkitepoint Select: All, None [0]

elete ownloa I plions | w
(Iworkspaces Del Download Add File Optio
Wiew: Al| Managed | Faverites

Sort By: Date «
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Settings
The Settings link at the top of each page takes you to the Settings page. From here you can modify your account.

sp.owner@accellion.com | Seftings Sign out

Accellion "

File Manager Send File

Account Info Preferences

Display Settings
Language: Default |Z|

Time Zone: | {GMT+08:00) Beijing, Hong Kong, Perth, Singapore, Taipei |Z||

Personal Info

Name: sp.owner@accellion.com edit

E-mail: sp.owner@accellion.com

Password: To change your password, please
contact your administrator for
assistance.

Save Seftings Cancel

Contacts

Add Hew Contact Add New Group

A

Contact Name(0) +  E-mail

Mo contact found.
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Account Info Tab

Click on the Account Info tab for information about your account.

. g4 sp.owner@accellion.com | Seftings | Help | Sign out
Accellion =,

File Manager Send File

Account Info Preferances

Display Settings

Personal Info
Language: Default |Z|

Name: sp.owner@accellion.com edit

Time Zone: | (GMT+08:00) Beijing, Hong Kong, Perth, Singapore, Taipei |Z||

E-mail: sp.owner@accellion.com

Password: To change your password, please
contact your administrator for

assistance.
Save Settings Cancel
Contacts

Add New Contact Add New Group
Contact Name(0) +  E-mail -
Mo contact found.

Language Change your default language. If none is selected, it defaults to the language the

web-browser uses.
Time Zone Select your local time zone. If you observe Daylight Savings, check the box so

the time is updated automatically.
Personal Info From here you can edit your password.

NOTE: You may not be able to edit your password if your company has
integrated Accellion with your local LDAP or Active Directory server. Contact
your Accellion Administrator for more information.
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Preferences Tab

Click on the Preferences tab for information about your account.

Account Info Preferences

Large File/Folder Applet:  [¥| Enable

Editor Formatting:

Message Signature:

Rich Formatting

@) Plain Text

Save Settings Cancel

Folder/Large File Applet This allows you to upload files greater than 2 GB and/or to upload entire

Editor Formatting
Message Signature

Contacts

folders, and if enabled, to encrypt files.
Allows you to set the default format for the Send File tab.

Allows you to create a signature to be automatically added to emails.

More information about your stored email addresses and groups are under Contacts.

Contacts

Add New Contact Add New Group

Contact Name{1) E-mail

Fred Astaire

fred.astaire@accellion.com

& K

Contact Name

Add New Contact

Add New Group

Shows the list of stored email addresses. These can be edited by clicking the &7,

or removed by clicking the # |
From here you can add commonly used email addresses.

You can create a list of email addresses called a Group. When you type the
name of the group in the To: box on the Send File tab, it automatically
populates all of the email addresses in the group.

Accellion Web User Guide
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Create Group X

Group Hame: |

Add Contact:

Save Cancel

Help Link

The Help link at the top of the page takes you to the Help Page.

Contact Us Shows whom to contact for assistance with the Accellion product.

User Guides View or download the appropriate guide.

Downloads Click the appropriate link for additional available downloads
Sign Out

Logs you out of Accellion. You are returned to the Login Screen.
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File Management

Using Accellion, you can manage your files securely using kitedrive, kitepoint, and workspaces.
Kitedrive

Kitedrive is your own personal workspace where you can securely manage your own files, online or offline, over
multiple devices with an installed Accellion app. (Refer to the Accellion’s Mobile Users Guide for more
information.) The kitedrive workspace is synchronized automatically and continuously via the cloud, to ensure
that any time you open a file, it is the most up-to-date version.

Before you begin syncing your files, you must have kitedrive Sync installed on your computer. Once installed,
you can access your personal kitedrive from the desktop icon. For information about kitedrive Sync, contact your
Accellion system administrator and refer to the Kitedrive Getting Started Guide.

. 4 sp.owner@accellion.com | Seftings | Help | Sign out
Accellion =,

File Manager Send File

JF Kitedrive kitedrive = B(a
»Ckitepoint Select: All, None [0]
(Iworkspaces Delete | [-Download Add File Options | w

View: Al| Managed | Favorites

Sort By: Date «

Options
To view the options about organizing your files, click the kitedrive icon. You will then see the workspaces listed

under the kitedrive icon that have already been created.

Next to Options, click the downward arrow on the right. You are shown the options to add a nested workspace
within the selected workspace, edit the properties of the selected workspace, download a workspace, or view
the Activity Log.

Options | »
i Add Nested Workspace
. Edit Froperties
% Download Workspace
[=| View Activity Log
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Add Nested Workspace

To create a new folder, or workspace, perform the following steps:

1 Inthe Options drop-down menu, click Add Nested Workspace. The Create Nested Workspace popup
appears.

Create Nested Workspace X

Name:
Expiration Date: Mever Expires

Description:

@ Allow Sync © Disallow Sync

Create Cancel

Type in the name of the workspace and description.
3 Using the radio buttons, indicate whether you would like to allow or disallow the sync function. More
information about Sync is under Synchronizing Shared Workspaces.

4 Click Create. The new workspace now appears in the list of workspaces.

Edit Properties

You can view and edit the properties of a workspace.

1 Inthe Options drop-down menu, click Edit Properties. The Workspace Properties popup appears.
For more information, click More Properties.

Workspace Properties - kitedrive X

Name: Fkitedrive

Expiration Date: MNever Expires

Description:
@ Allow Sync © Disallow Sync

Creation Date: March 18, 2013 12:38:36
Created By: ‘Sasasm@accellion.com
Access: Owner
Expiration Date: Mever Expires
Full Path: kitedrive
Shared Link: hitps:ifedaceellion.retladroviipz?
Quota: Unlimited
Total Size: 201.41MB
Contains: 200 Files, 68 Workspaces

0 Deleted Files, 0 Deleted Workspaces

Save Changes Cancel

3 If you have made any changes that you would like to change, click Save Changes.
NOTE: To change any of the options that do not appear as editable, contact your system administrator.
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Download Workspace

You can download an entire workspace to access to your files while you're offline (for example, while you’re on
an airplane). If the workspace has sync enabled, the files automatically sync when you are back online.

To download a workspace to your computer, perform the following steps:

1 On the Options menu, click Download Workspace. A new tab in your browser opens, indicating that you are
downloading the folders (workspaces) and the files contained therein via Java Applet. If you do not have
Java activated, refer to Enable Java.

2 Follow the prompts to specify where you would like the files to reside on your system.

3 The status bar indicates the status of the download. When the download is complete, you are shown the
following screen:

Download via Applet

Download is successfull

Close

4  Click Close. The folders and documents now reside in the location where you specified, and if Sync is
enabled for that workspace, the files are synced automatically with those files on the Accellion system.

View Activity Log

To view all of the activity within the kitedrive workspace, perform the following steps.

1 On the Options menu, click View Activity Log. The Activity Report popup appears, showing all actions

performed in that workspace.
2 Tofilter the “events” so you can find a particular action, use the drop-down menu next to Event Type.

Event Type: | All [=]

Date Add/Remove Files
Add/Remaove Comments

25 Apr 20hworkspace Changes ...on.com
Matifications
25 apr 20[Messages _..on.com
Downloads/Views
25 Apr 20 Others ...OMN.Com
3 Click Cancel.

Managing Files and Nested Workspaces

Refer to the Workspaces section of this document. Workspaces act the same, whether they’re nested within
kitedrive or other workspaces.

Send

To send a file securely, click the checkmark by the file and then click the Send button, and follow the directions.

For more information about sending files, refer to the Sending Files section of this document. The sending files
process is the same, whether they’re sent from kitedrive, kitepoint, or other workspaces.
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Kitepoint (Optional Licensed Module)

Your Accellion File Manager tab shows a kitepoint icon if kitepoint is licensed. Kitepoint provides access to
SharePoint 2007, 2010, and 2013 sites, and to Windows File Shares using the Common Internet File System (CIFS)
resources and SMB protocols. Content stores can be accessed either via the web interface or your mobile
device.

If kitepoint is enabled, you see a list of SharePoint, CIFS Shares that have been added by your Accellion
administrator and to which you have access based on your Active Directory privileges.

- 4 i s s@accellion.com | Seftings | Help | Sign out
Accellion 7,

File Manager Send File

F kitedrive kitepoint
- . Select: All, None [0]
®Kkitepoint o
b Iarketing ——
» C3 Windows Share
+ Add Gontent Connection kitepoint
@wnrkspaces | Marketing Sharepoint (hitp:lsp2010-demol el )
“iew: All| Managed | Favorites ] ggwmdows Share CIFS (W192.168.129. \share)

» & Technical Documentation

SharePoint and Windows / CIFS structures are indicated by the following icons:

SharePoint — Lock/unlock is supported.

S Windows File Share / CIFS — Lock/unlock is not supported.

You use kitepoint to access files and folders in SharePoint and/or CIFS, but you cannot make any changes to the
folder hierarchy. The folder hierarchy should continue to be managed outside of kitepoint. You can, however,
add files and versions (where supported) using kitepoint.

CauTion: To avoid overwriting existing files, exercise caution when uploading files with the same name to
SharePoint and Windows File Shares.

Windows File Shares kitepoint always overwrites the existing file if the new file has the same file
name and extension. Version history is not retained.

SharePoint kitepoint writes a new version if versioning is enabled on the SharePoint Library.
kitepoint overwrites the existing file if versioning is disabled.

For more information about SharePoint, CIFS and how to manage files, see your administrator or consult the
documentation for those applications.
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Add a File

To add a file, perform the following steps:

1 Navigate to the folder into which you want the file to reside.
2 At the top of the page, click Add File. The Add Files dialog box appears.

Add Files X

Add Files to Workspace Shared Documents

Upload Files
Location: | Select One [+

Files: Choose File or Use Large File/Folder Applet for files larger than 2GB

Add Cancel

3 Using the Location drop-down menu, select the server/controller closest to you for faster uploads.
NOTE: This only applies in a multi-controller environment; if your organization uses a single controller,
disregard this option.
4  Click Choose File to find the file on your system. Use <ctrl> + click to select multiple files.
If your file is larger than your Administrator-controlled size limit, click Use Large File/Folder Applet.
5 Click Add. Your file(s) then begins uploading to kitepoint to the location you specified.

Send

To send a file securely, click the checkmark by the file and then click the Send button, and follow the directions.

For more information about sending files, refer to the Sending Files section of this document. The sending files
process is the same, whether they’re sent from kitedrive, kitepoint, or other workspaces.
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Add Content Connection

When you have access to SharePoint sites or Windows file share that you would like to add to the Accellion
server, you can add that site to kitepoint.

Add a New Content Connection

Connectto Sharepoint sites, Windows File Shares (Metwork Drives) and other content connections

Name: |

Connection Type: | SharePoint 2013

Connection URL: |gharePoint 2010
SharePoint 2007 L
Contact your AdministratoiFile Share (CIFS { SMB /DFS) to a new content source. Your Admin can give you the full
URL (for the SharePoint Team Site) or the UNC Path (to the Windows Share).

|_ Add | | Cancel |

1 Click Add Content Connection. A new dialog box appears.
Type in the Name, Connection Type (using the drop-down menu), and the Connection URL. If you don’t
have access to that complete information, contact your Administrator.
a. If you are not authorized to access the source, you will be prevented from adding the site to
kitepoint.
b. If your credentials to access the site are different than your web login, you will be prompted to enter
that information.
3 Click Add. The new site appears in the list of content sources available to you.
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Workspaces

Workspaces act as a folder structure to allow you to organize and share files securely in a collaborative
environment. Workspaces support the use of nested workspaces, comments, notification of changes, file
tracking, and other features useful for collaborating on group projects.

Acce [I_io n l t “wty@accellion.com (Expert) | Settings | Help | Sign out
File Manager Send File
# kitedrive Workspaces B a
» % Support
2 test New Workspace
o’ kitepoint Workspaces
b Accellion [C] Alex share Apr18, 2013 13:52:34 - 167 .8MB [ 36 Workspaces, 262 Files
» [ Accounting ] murray_music Mar 18, 2013 12:58:26 - 303.4MB | 3 Workspaces, 27 Files
Marketin
b g £ Music Mar 19, 2013 14:47:1 - 423.6MB / 2 Workspaces, 9 Files
» () Sales
. @ Technical Publications Apr23, 2013 14:39:00 - 2.4MB / 0 Workspaces, 3 Files
» &3 TestingCIFs
(7 technical_stuff Mar 26, 2013 15:09:07 - 11MB / 354 Workspaces, 1372 Files
(Pworkspaces
Wiew: All| Managed | Favorites View per page: Showing 1-50f 5 |4/|»

¥ O] Alexshare

b O] murray_music

b (2] Music

» (% Technical Publications

Click All to see all workspaces to which you have access. Top-level workspaces expand to show nested
workspaces. Click Managed (folders with the ™ icon) to see all of the workspaces to which you have manager
privileges. Click Favorites (folders indicated with a star) to see the list of folders marked and you usually
frequent.

Top-level workspaces expand to show nested workspaces. Workspaces displayed in the workspace table on the
right are sorted alphabetically. When a workspace is selected, the files and nested workspaces are displayed
showing files by newest date first.

If a user has access to a nested workspace but not the top level, the top shows as gray in the workspace tree on
the left, but you can still open the nested workspace. In the list of workspaces, it is displayed as Top Level
Workspace/Nested Workspace.

Workspaces are enabled by the administrator of your company’s Accellion solution. If you do not see the
options listed in this guide, contact your Accellion administrator.
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Creating a Workspace

You can create workspaces if you have been assigned workspace creation rights by the administrator. To create
a new workspace, log in to your web user account, and click Workspaces.

¥ Transfers Workspaces i [q

% Inbox

% Sentltems New Workspace
i‘_QF Files Workspaces

 Workspaces
View: All | Managed

File Manager Send File
w Transfers TechnicalDocumentation &= @ [Q
% Inbox
All Technical Documentation for Deployments and Installation
% sentltems Select All, Mone [0]
= MyFiles Send | [ Download | [ Delete Add File Options | v
: ) . g v
F kitedrive Sort By: Date [ [ar Add Nested Workspace ]
[[] & Plugin Guides (1.91B) Mar04, 2013 | & Manage Users

(FIworkspaces ) )
View: Alll Managed | Favorites [O] & Factsheets (1.11B) Mar 04,2013 | [# Edit Properties
b £ Accellion Admin Training O & ordui (1.2u8) Jun 16,2011 06:] 7 Clone Workspace
b (0] Accellion Events [T1 Accellion Hosted Trial - First Time __pdf (343.4KB) Mar g Addto Favorites
b 27 Deployment [F] Accellion Mobile App iPad 3_0_1_0.pdf (1.5M8) O Feo [ SendMessage
b (5 Documents_for_Review [0 Accellion Mobile App Guide iPhone2_0 ._pdf (302.3K8) Fey B3 Subscribe for Notifications
3 Engineering Projects

& Eng gl [0 Accellion Mobile App Android Tablet . pdf (1.8M8) g~ 3 Fer| [Z) View Activity Log
» (-] HRPublic

[ acesliion Mabile App Guide Android P ... pdf (S20.7KB) w™ Feb @ Delete Workspace

¥ O] Images =

1 To create a new folder at the highest level (“Workspaces”), click the New Workspace button. The Create
New Workspace wizard opens.
To create a new workspace nested within an existing workspace, click Options and select Add Nested
Workspace. The Create New Workspace wizard opens.

Create New Workspace X
1. Workspace Information 2. Add Users 3. View Details
Name: | |
Expiration Date:
Description:
© Allow sSync @ pisallow Sync
Hext Cancel
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2 Enter the information on the first page of the wizard:
Name — Give your new workspace a name to differentiate it from other workspaces. The name is limited
to letters (A-Z, a-z), numbers (0-9), the underscore ( _) and hyphen. (-). Each workspace must have a
unique name within the Accellion application.
NoOTE: Nested workspaces can have the same name as their parent workspace, or other nested
workspaces.
Expiration Date — Determines when the workspace expires.
Description —Visible under the workspace title when viewing the workspace.
Allow Sync / Disallow Sync — Provides you with the ability to synchronize files in the workspace across
users and devices. (For more information about Sync, see Synchronizing Shared Workspaces.)
3 Click Next.
4 Enter the email addresses of the users that will have access to the workspace, and click Add Users.

Create Nested Workspace X
1. Workspace Information 3. View Details
Users:
Groups:
Viewer E Add Users System Directory Lookup

| Turn on notifications for new users

Users Role
steve FEM@accellion.com Manager
meera. EW@accellion.com Manager

Back Hext Cancel

Users — Enter email addresses of people who should have access to the workspace you are creating. You
can set them as:
e Viewer — Can only view and download files posted by the Contributor or Manager.
e Uploader — Can only upload files, and can only view and download files uploaded by Managers
and Contributors (not by other Upload accounts).
e Contributor — Can view, upload and comment on files. Can also subscribe to workspace
notifications and lock and unlock documents.
e Manager — Can view, upload, comment and delete files. Can also subscribe to workspace
notifications and lock and unlock documents. Can also add/remove users.
NOTE: When you add a user, you must specify which type. If you add several email addresses at
once, they are set to the same user type. You can add multiple users by using a comma, semi-colon,
or enter after each email address.
Users List — At the bottom of the Add Users dialog is a list of all current users of that workspace. The
creator’s address appears there, as well as any added groups.
Groups —When enabled by the administrator, MSAD groups can be added to a workspace. Click the
Groups tab to the left of the screen.
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Create Nested Workspace

1. Workspace Information

3. View Details

Back Next Cancel

Groups: Add Groups
Turn on notifications for new users
Users s Role *
steve. W@ accellion.com Manager
meera. mulm@ accellion.com

Select the Group(s) to be added, and then click the Add Groups button. The groups are added to the

Users list.

The group dropdown contains the option of selecting All internal users, that is, all users internal to

your organization.

Anyone after Authentication (optional) — This option, enabled by your administrator, allows you to

open the workspace so any user of the Accellion system can become a Viewer of that workspace

after logging in.

NOTE: Groups cannot be assigned the role of a Manager.
5 Click Next. You are shown the View Details page, where you see the details that you have set in the options
above. To make changes, click the Back button to return to that section.

Create New Workspace

X

Send invitation e-mail to the new users

1. Workspace Information 2. Add Users 3. View Details
Name: MNew Workspace
Expiration Date: Jul 2014
Description: test
Users % | Role £
All internal users Viewer
steve M @accellion.com Manager

Subject: steve mmmm@accellion.com has added you to Secure Workspace: New Workspace

Body:

Back Finish Cancel

To send an invitation to the new users, click the associated box and write the text to your email invitation.

When the workspace is created, the email will be sent.

6 Click Finish to create the workspace. The new workspace is now visible on the File Manager screen.
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Workspace Options

The options menu allows you to modify the workspace. Click the Options button and the following options
appear, depending on your user role in that workspace:

User Role: Viewer User Role: Contributor User Role: Manager
Options | Options | »= Options  w
5 View Properties P Add Mested Waorkspace a9 Add Mested Workspace
% Download Workspace & View Users &. Manage Users
g Addto Favorites g View Froperties . Edit Properties
i Clone Workspace iy Clone Workspace
% Download Workspace % Download Workspace
g Addto Favorites ~g Remove from Favaorites
=] Send Message ] Send Message
Q Subscribe for Mofifications Ig Subscribe for Motifications

[=] View Activity Log

@ Delete Workspace

User Role: Viewer

~  View Properties — Shows the properties of the workspace. From here the workspace name and
expiration date can be changed, and a description can be added. By clicking the More Properties link,
you can view the total size used by the workspace, and any storage quota set by your administrator.

% Download Workspace — Allows you to download all files to which you have viewing access within a
workspace.

¢ Add to Favorites — Adds the workspace to your list of frequently used workspaces.

User Role: Contributor

i Add Nested Workspace — Adds a nested workspace to the current one. It has the same managers and
users, as well as expiration date as the parent workspace.

& View Users — Allows you to view the users and their associated roles in the workspace.

~  View Properties — Shows the properties of the workspace. From here the workspace name and
expiration date can be changed, and a description can be added. By clicking the More Properties link,
you can view the total size used by the workspace, and any storage quota set by your administrator.

“q

7 Clone Workspace — Allows you to make a copy of the workspace, including all users and (if checked) all
nested workspaces, but not the files, comments, or notification options. This workspace is created at the
same level as the workspace that was cloned.
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' Download Workspace — Allows you to download the entire contents of a workspace.

# Add to Favorites — Adds the workspace to your list of frequently used workspaces.

1 Send Message — From here you can send an email to the users of that workspace. Either check the box
next to the user’s name, or use the Select links at the top of the page to choose your recipients. The
View Group Users link displays a new page showing active users that have accessed the workspace via
group membership.

LJ Subscribe for Notifications — Allows you to customize what notifications you receive. You can
add/remove notifications for Files added or Comments added. Changes made here apply to all nested
workspaces as well.

User Role: Manager

i Add Nested Workspace — Adds a nested workspace to the current one. It has the same managers and
users, as well as expiration date as the parent workspace.

& Manage Users — From here you can add or remove users and groups, as well as change their roles.

Manage Users X

Users:
Groups:

Viewer ~| | Add Users

[ Turn on notifications for new users

Users (View Group Users) Role
£5 Allinternal users Viewer j oo
john.tracy@accellion.com Manager j -4

Save Changes | Cancel

Add Groups — To add a user, type in their email address and select their role. To add a group, select the
Group tab and choose from the list of groups. Once selected, click the Add Groups button to add them
to the Users list.

View Group Users link — Clicking this link displays a new page showing active users that have accessed
the workspace via group membership.

Roles — You can change the role of a user or group via the pull-down menu next to their name.

NOTE: Group accounts cannot be set to Manager.
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3 — Click to remove a user or group.

Edit Properties — Shows the properties of the workspace. From here the workspace name and expiration
date can be changed, and a description can be added. By clicking the More Properties link, you can view
the total size used by the workspace, and any storage quota set by your administrator.

7 Clone Workspace — This allows you to make a copy of the workspace, including all users and (if checked)
all nested workspaces, but not the files, comments, or notification options. This workspace is created at
the same level as the workspace that was cloned.

¢ Add to Favorites / Remove from Favorites — Adds or removes the workspace to your list of frequently
used workspaces.

1 Send Message — From here you can send an email to the users of that workspace. Either check the box
next to the user’s name, or use the Select links at the top of the page to choose your recipients. The
View Group Users link displays a new page showing active users that have accessed the workspace via
group membership.

td Subscribe for Notifications — Allows you to customize what notifications you receive. You can
add/remove notifications for Files added or Comments added. Changes made here apply to all nested
workspaces as well.

£l View Activity Log — Shows a record of all transactions in that workspace. This includes the name of the
person who uploaded and downloaded files, added comments, lock/unlock a file, or changed workspace
settings. The Event Type dropdown can be used to filter and view only the activities that match the
selected type. The Include all nested workspaces checkbox can be unchecked to show activities only for
the selected workspace.

Delete Workspace — Deletes the current workspace and all its contents, including files and nested

¥

workspaces. A warning dialog appears before the workspace is permanently deleted.
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File Options

A number of file options are available when you are a Manager of a workspace. You can add files, nested
workspaces, folders, promote a file version, add or reply to comments, download files and folders, and
lock/unlock files for editing.

Adding Files and Folders

To add files, navigate to the location where you would like the new file or files to reside. Perform the following
steps:

1 Click the Add File button. This brings up a dialog box, offering you options to upload files from your local
machine, or from files already uploaded. You also must select the server location where you wish the file to
go, using the drop-down menu.

Add Files X

Add Files to Workspace Technical Publications

Upload Files My Files
Location: | Select One E

Files: Choose File | or Use Large File/Folder Applet for files larger than 2GB

Add Cancel

2 Select the file or files you wish to upload and click the Add button. The file now appears in the workspace.

If the File/Large Folder applet has been enabled by your administrator, you have the ability to upload files over
2GB, or entire folders by clicking Use Large File/Folder Applet. Folders are available as a .zip of the uploaded
folder.

If this option is not available to you, contact your administrator to have this option enabled.
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Downloading Files
1 To download a file, click the file itself. A dialog box appears to prompt you to either view or download the
file.

Select: All, Mone [0]
Add File Options | «

Sort By: Date «

[C] Security Overview MCM.docx (115.3k8)

® Apr 20, 2013 01:31:55 by You

[ Security Overview_WCh.g D9WN193d y Ovenview_MCM.docx
View

viewper page:| 20 [v| Showing 1-Zof2 [4][»

Apr 20, 2013 01:31:55 by You

2 Click Download. A dialog box appears to prompt you to either save the file or open it using the suggested
software (for example, if it’s a .doc file, it prompts you to use Microsoft Word).

3 Make your selection.

4  Click OK.

You can select individual files as well as multiple files and workspaces; the download creates the same structure
on the download, including nested workspaces and files. Note that if your Java applet is not activated, you can
only select individual files. See Enable Java for instructions, or contact your administrator for help if you cannot
activate this function.

Viewing Files

If you are an Enterprise Mobile or Enterprise Connect customer, Accellion’s Online Viewer allows you to view a
file without downloading it. This option, including the limit on the size of the files you can view, is managed by
your Accellion administrator.

The files types that are supported by Accellion’s Online Viewer include:

e .bib e .eps e .pnm e .tga

e .bmp e _html .pot Ixt

e .CSV e .jpg .ppm .vor

e .dcm e .0dt .ppt .vor3
o dif e .pbm .pptx xhtml
e .doc o .pdf .ps Xls

e .doc6 e .pix .slk Xt

e .doc95 e .png .Svg Xlsx

e .docx

Accellion Web User Guide

26

Kitedrive, Kitepoint & Workspaces | Release 9.8



To view the file:

1 Click the file itself. A dialog box appears to prompt you to either view or download the file.

Select: All, None [0]

Send Download Delete Add File Options | »

Sort By: Date

[ security Overview MCM.dock (115.3KB) ::_f" ® Apr 20,2013 01:31:55 by You
[ Security Overview_MCM.g POWN1030 y Overview_MCM.docx Apr 20, 2013 01:31:55 by You
View

wewperpage: Showing 1-2 of 2 [« [»

2 Click View. You are then showed a screen indicating that the document is being “prepared” for viewing.

i

Preparing document ...

3 When the file is complete, you are shown the following initial view.

Security Overview_MCM.docx X

| Home | Search 'hl'ﬁew

a (3] 1] i 2|

Zoom Mavigate 'Ci[phnard' ‘Fullscreen

Accellion = _ Share Securely.

SECURITY OVERVIEW

Enterprise-Class Secure Mobile File Sharing

4  Using the Home tab, you can zoom, fit to width, navigate throughout the document, select text to a

clipboard, or expand to full screen.
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5 Using the Search tab, you can search for a particular word or series of words. Enter the text in the text box.

Click the search button, and you are then shown the number of results, and you can navigate through the
results using the left and right arrows. The search results are highlighted in yellow.

Contents
Overview 3
End-to-End Security 4

6 Using the View tab, you can fit to width, rotate a single page, rotate the entire document, or view the entire
document using thumbnails.

7 To exit the Viewer, click the “x” at the upper right of the screen.
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Locking/Unlocking Files

You can lock and unlock files so others cannot edit the file while you work on it. All user types except Viewers
can lock and unlock files. Each file can be unlocked only by the user who locks them, or by the workspace
Manager. When a file is locked, other members of the workspace can download, comment on, and view files,
but the files cannot be deleted or updated by anyone other than the user who locked the file.

1 To lock or unlock a file, hover the cursor to the right of the name of the document, and a down-arrow
appears. Click the arrow.

Sort By: Date
[ Security Overview_MCM docx (115.3KB) @ ® Mar 07, 2013 11:45:04 by You

[T Security Overview_MCM.pdf (182.7KB) & | FProperties 7 2013 11:45:04 by You
@ Add Comment

Wiew per page:| 20 E| Showing 1-2 i,_].f-.dd Mew Version

i) Lock File

2 From the menu that appears, select Lock File or Unlock File. You can lock (and unlock) only one file at a
time.

When a file is locked, a “lock” icon appears next to the name of the document. To find the user who locked the
file, hover the cursor to the right of the name of the document, and a popup appears, showing the user’s name.

NoTE: A file does not become unlocked when you upload an edited version of the locked file. When you
upload a file you must explicitly unlock it for others to be able to update it.

Sort By: Date

Bl Security Overview_MCM.docx (115.3KB) r;". g;,, & Mar 07, 2013 11:45:04 by You

)

[ Security Overview_MCM.pdf (182.7K8) w |Properties 7 2013 11:45:04 by You

&y Add Comment

View per page:| 20 [+] Showing 1-2 §)Add New Version

E""“Unlock File

NOTE: Managers and your Accellion administrator can unlock any file that has been locked by another
user.
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Versioning

Workspaces allow you to track previous versions of a file. If a file has previous versions, an indicator with blue

arrow appears next to it.

Sort By: Date -

O F‘EI Plugin Guides (1.3M8) Mar 04, 2013 13:45:28 Created by John

= F‘EI Fact Sheets (1.1MB) Mar 04, 2013 13:41:14 Created by John

] pf] OldUl (1.2MB) Jun 16, 2011 06:27:06 Created by Frank

[ acceliion Hosted Trial - First Time .pdf (343.4KH) w™ l Mar 05, 2013 09:55:36 by Accellion
[ aceeliion Mabile App iPad 3_0_1_0.pdf (1.5MB) CJ Feb 20,2013 17:02:43 by Accellion
[ acceliion Mobile App Guide iPhone3_0 ...pdf (202.8KB} ™ Feb 20, 2013 17:02:43 by Accellion

Clicking this brings up the Previous Versions dialog box, where you can view when the file was uploaded, and
who uploaded it. You also have the option to make previous versions the current one, or download previous

versions.

Previous Versions: ImagesForLaunch.gif X

Sort By: Version Date

ImagesForLaunch.gif (5.8KB) Mar 17, 2011 11:17:51
Current Version Remove You
Promoted at: Mar 25, 2011 14:48:17

ImagesForLaunch.gif (5.8KB) Mar 24, 2011 15:40:45

Make Current  Remove by nina.seth@accellion.com

ImagesForLaunch.gif (5.8KB) Mar 18, 2011 13:18:43

Make Current  Remaove by You
Close

When a file is promoted to current, a promotion date is added in the Previous Versions dialog box, and the date
displayed in the workspaces table is changed to the promotion date.

Comments

Comments can be added to files by hovering the cursor over the file and clicking the =Ficon, or by clicking the
dropdown menu on the file row. If a file already has comments, click the = icon to view them. To hide the

comments, click the icon again.

A comment box appears under the file. Type your comment, then click Add. Your comment appears under the

file, with three new icons:
& — Edit a comment.
* _ Delete a comment.
" — Reply to a comment.

Replies are indented to distinguish them from top-level comments.
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Deleting/Recovering Workspaces and Files

When a workspace or file has been deleted, it can still be viewed, recovered, or permanently deleted. The
administrator determines how long deleted files can be recovered.

Options | » |

"5 View Properties
&, Recover

iy Permanently Delete

& Click this icon to show deleted workspaces and files. They appear grayed out in the workspace area. You can
still access the recovery dropdown menu under Options.

% —View the properties of the deleted workspace or file, which can be useful for determining whether
it should be recovered.

® — Recover the selected workspace or file.

@ — Permanently delete the selected workspace or file.

IS Click this icon to hide deleted workspaces and files.

Send, Download, Delete

Clicking a file’s checkbox activates the Send, Download, and Delete buttons. This allows you to send a file to
another user, download the selected file or files, or remove the selected files. You can select more than one file
to perform this action by checking multiple boxes. Click All to select all the files in that workspace. The number
in brackets [0] shows the total files selected.

Select All, Mone [1]

Send Download Delete Add File Options | w

Sort By: Date «

Security Overview_MCM.docx (115.3KB) Apr 23,2013 14:39:00 by You
= Security Overview_MCM.pdf (1282 7KB) Apr 23,2013 14:39:00 by You
= Accellion_intial user and oe_ADP_ins ...pdf (2.1M8) Apr12, 2013 13:52:48 by You

Wiew per page: | 20 E Showing 1-30of 3 |4 | »

&5 — The link icon shows the static link to the current workspace.
Search Box — Allows you to search titles of workspaces and files (but not comments or file contents).

Sort By — Allows you to sort by Date, File Name, or Owner of the file.
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Synchronizing Shared Workspaces

Accellion provides you with the ability to synchronize files in shared workspaces.

Before you begin, you must have kitedrive Sync installed on your computer. Once installed, you can access your
personal kitedrive from the desktop icon. For information about kitedrive Sync, contact your Accellion system

administrator and refer to the Kitedrive Getting Started Guide.

M

kitedrive

Allow Sync / Disallow Sync

If you are the manager of the workspace, you can change the Allow Sync / Disallow Sync setting as needed. Note
that the setting applies to the workspace, so if you make a change, it affects all users of that workspace. For
example, if you change the setting from Allow Sync to Disallow Sync, you disable sync for everyone.

1 Open the shared workspace.
2 From the Options menu, select Edit Properties.
3 Click Allow Sync or Disallow Sync.
4 Click Save Changes.
Workspace Properties - Support x

Name: |Support
Expiration Date: Mever Expires

Description: |Accellion Synchronization Workspace

GAHOW Sync - Disallow SynD

Creation Date: March 19, 2013 12:28:06
Created By: lillian.gish@company.com
Access: Owner

Full Path: kitedrive/Support

Shared Link:
Available Quota: Unlimited
Total Size: 119.19MB
Contains: 101 Files, 66 Workspaces
0 Deleted Files, 0 Deleted Workspaces

Save Changes Cancel

NoTE: If you disallow sync on a nested workspace that is inside kitedrive, the files in the nested
workspace remain on the Accellion server; however, they are removed from the kitedrive on your local
computer.

When you revert the workspace property to Allow Sync, the files in the nested workspace are recreated
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on your local computer and will sync on demand or can be scheduled. For more information, refer to the
Kitedrive Getting Started Guide.

Desktop Sync Application

This section is specifically for the desktop Sync application. To download this application, check the “welcome”
email from you Accellion Administrator. With this application, users can sync their files with the selected local
workspaces.

Sync Now

To sync the files in your shared workspaces, right-click the kitedrive icon on your taskbar or menu bar, and then
click Sync Now. All files in the shared workspaces that have been enabled to Allow Sync are then synchronized.

Sign Out

Open Sync Folder
Open Web Interface

Pause Sync

Activity Log
Lag file

Preferences...

Help
Recently Changed Files

Exit

Schedule Sync

If a workspace is enabled for sync, you can choose on-demand, auto-sync, or scheduled sync.
To sync the files in your shared workspaces, locate the kitedrive menu on your taskbar, and then click Sync Now.

From the kitedrive menu on your taskbar, click Preferences.

Click Advanced > More options.

Select Auto sync every checkbox, and then select the frequency from the drop-down list.
Click OK.

B W N

Files in the selected workspaces that have been enabled to Allow Sync are synchronized according to the auto
sync schedule.
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Sync Status

On a Window system, the following icons indicate the sync status of a file or workspace.

Icon Status

Kitedrive — a blue kite with check mark indicates that the file is in sync.

v

WJIL Kitedrive — a red kite indicates that the file is being synced.
4 r Shared workspace — a green checkmark indicates that the workspace is in sync.
G'! NoTE: The green checkmark appears only on PC platforms. Macs show the icon without

the checkmark.

Select and Sync
For syncable workspaces, you can decide which workspaces you want to sync and when.
e If atop- level workspace is not selected, kitedrive sync ignores any syncable workspace nested under it.

o |f the top-level workspace is selected but the workspace is not enabled for sync, the files are not
downloaded to your local machine.

kitedrive X

4 Sync Folder -
[#] Training
Documents

[[]Images
1 M iraNnre

[ Auto sync every |1 Hour
OK

To sync specific workspaces to your local machine:

1 From the kitedrive menu on your taskbar, click Preferences.
Click Advanced > More options.

3 Select only the workspaces you want to sync to your local machine. The workspace must be set to Allow
Sync.

4  Click OK.

5 Click Sync Now, or wait for the Scheduled Sync to run.
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Workspaces that are not selected are not downloaded to your local machine. If you had previously downloaded
a workspace but decided not to sync it from the Select Workspaces to Sync dialog box, then the workspace and
its files remain on your desktop, but they are not managed by kitedrive sync. A green circle with a checkmark
indicates that a workspace is in sync—workspaces that are not being synchronized appear without a sync status
icon.

Syncing Locked Files

When you sync a file locked by another user, changes made to the file by that user will still be synced to your
desktop. The file is then placed in read-only mode on a Windows system (or locked on a Mac). You can unlock
and edit the file locally; however, your changes will not be in sync with the Accellion server and the file that is
locked there.

Files that you have locked will not be marked as locked by the sync client. You can update and sync these files
like other files. To unlock the file, you will need to log into the web client.

When the file is unlocked by the other user on the Accellion system, sync resumes for that file. If you have made
local changes and the file on the Accellion server has been updated, a conflict dialog box appears, giving you
options to overwrite, or upload your local file.
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Sending Files

From the Send File tab you can upload and send files securely. The files are sent as secure links, rather than as
actual attachments.

. g steve.| @accellion.com (Experf) | Settings | Help | Sign out
Accellion =,

File Manager Send File

[# Inbox Send | | Sawe How | | Discard Invite User

E# Sent ltems

& My Files

To:

Compose New Add Cc| Add Boo
Subject: |

Location: | Select One Izl

Files: Choose File/Folder | or Use Regular Uplead

% Change Applet temp directony

Choose from File Manager

Use Rich Text Formatting »

+ Additional Options

Send copy to myself

Send notification on file delivery

Motify: | Include myself

|:| Enorypt files

Enable access control to: | Only recipients mentioned above E"

Expire files on: [2013-08-06 =

Mark 85 secure (fingerprint)

Send Sawve Now Discard

Inbox

The first nested folder, Inbox, shows a list of messages and files you have received.
To forward a file directly from your inbox:

1 Check the box next to the file and then click Forward. You are then directed to the Send File page.
Fill in the information prompted on the Send File page.

3 Click Send. You are then shown a confirmation screen indicating to whom the file was sent and what
associated files were included.
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Sent Items

The Sent Items folder shows the files you have sent either directly via the Accellion interface, or using the
Outlook Plug-In. With the buttons listed here, you can re-send a file, withdraw a file, re-send a message, and see
the Sent Items report.

Sent Items (7 e-mails, 9 files) Q
& Inbox
Select All, None | 1 file(s) selected
 Sentltems
. Re-Send File Withdraw File Re-5Send Message
™ MyFiles
Subject Recipients Date Sent Expires On
@ 7 Accellion User Guide &  mae.west@accellion.com 14 Mar 2013 12 Jun 2013
Accellion User Guide March2013.docx (1853K) 10:24:41

Re-Send File — To re-send a file, check the box next to the file and click Re-Send File. This loads the files
into the Send File page.

Withdraw File — If enabled by your administrator, this option allows you to withdraw a previously sent
file. This invalidates the link to the attached document that the recipient received, preventing them
from downloading the file. This only withdraws the files sent in that email; the associated message is not
withdrawn.

Re-Send Message — To resend the email message with all attachments, click Re-Send Message. This
loads the email message and the files into the Send File page.

Sent Items Report — To view details about whether the attachment has been downloaded and viewed,
click the “eye” icon next to the file. A downloadable report appears that indicates the recipient, file,
delivery time and the amount of time it took to transfer the file.

My Files

The My Files section shows all the files you have uploaded to Accellion, either directly via the Accellion web
interface, the Outlook Plug-In, or via your mobile device. From here, you can send files, download your files,
delete files, view reports on your files, or add files.

My Files (9 files, 9.47 MB) Q
& Inbox
Select All, Mone | Ofile(s) selected
F Sentitems
= Add Files Show | All Accounts |Z|
™ My Files
File Hame Date Uploaded Expires On Size (KB)
[C] Accellion User Guide 9_4 DRAFT.docx 3 18 Mar 2013 11:32:02 16 Jun 2013 1875
[[] Accellion User Guide March2013.docx 3 14 Mar 2013 10:24:33 12 Jun 2013 1729
[T Accellion Mobile App Guide for BlackBerr ... pdf b 11 Mar 2013 12:57:03 09 Jun 2013 1563
Send To send a file, check the box next to the file name and click Send.
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Download To download a file, click the file or files and click Download. For more information
about multiple file download, refer to Folder/Large File Applet.

Delete To delete a file entirely from Accellion, select the checkbox of the individual file and click
the “x” icon, or check multiple files and click Delete. This functionality is managed by
your administrator.

Report To view a report that shows the recipient, transfer time, and date downloaded, select
the checkbox of the file and click Report.

Add Files To add files to Accellion, click the Add Files button. You are then walked through the
Add Files procedure. Note that the added file does not appear in the Workspaces
hierarchy; it simply resides in your My Files folder. To add a file to a specific workspace,
refer to Adding Files and Folders.

Compose Now

From the Accellion web user interface, you can email documents securely. Click the Send File tab to access the
email interface and compose an email.

To

Enter the recipient’s email address. Use a comma or semicolon to separate multiple recipients. The maximum
number of recipients cannot exceed 100. The auto complete feature shows email addresses used previously.
Click Add CC and/or Add BCC, to add CC and/or BCC recipients.

Subject and Body Text

Enter the subject and body text for the email. For more formatting options, click the Use Rich Text Formatting
link.

Use Plain Text Formatting »

&2 | Font family |~ Font size - Ava'_’)v| B 7 U e |:= i= iFE | x, »x°
= e E

= i=

Attachments

Attachments can include a mix of new uploads and previously sent files. The maximum number of attachments
is set by your System Administrator. If you wish to send more than the allowed maximum, bundle multiple
attachments within a folder and attach that folder. To increase the number of allowed attachments, contact
your System Administrator.

The limit on file size with regular upload is up to 2GB.

NoTeE: To send folders or files greater than 2GB, use the Outlook Plug-In or refer to the Folder/Large File
Applet section of this guide.
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To attach a file:

1 Click Choose File to open the Choose File dialog box for your local system OR click Choose from File
Manager to select a file already in your account.

2 Highlight the file to send.

3 Click Open.

4  Click on Choose File again if you wish to upload more files.

To remove a file from an email, select the associated “x”. Depending on company policy, Send me a copy, Notify
on Attachment Delivery, Encryption, and Non Confidential options may be turned on.

Folder/Large File Applet

When enabled by the Accellion administrator, the Folder/Large File applet can be used to:

e Upload files up to 100GB in size

e Upload folders and the files they contain
e Pause/resume an upload session

e Encrypt files

Depending on your company’s policy, the Folder/Large File applet may be in the Send File and Files pages
instead of the normal file selection input boxes.

The Folder/Large File applet can be used by clicking the Choose File/Folder button.

Once activated, you are prompted to trust the signed applet from Accellion.

Click Always, Run or Yes to continue.

When using the Folder/Large File applet, the user can select a file or a folder to upload. When a folder is
selected, its contents are zipped and uploaded.

NoTE: The 2GB total size limitation does not apply to files uploaded using the Folder/Large File applet;
therefore very large folders/files can be uploaded using the Folder/Large File applet.

Click the Browse button when the applet is loaded, select the desired file or the folder, and click Open. To
explore the contents of a folder for further selection, double-click the folder. If a folder is selected, it is zipped
automatically and added to the email.

When using the Applet, uploads in progress can be paused or resumed. If there is a network outage, you are
prompted to continue the upload the next time you next log in.

Enable Java

The Folder/Large File and Bulk Download applet requires Java to be installed and enabled. If Java is installed, but
the applet does not work, you may need to enable Java from your web browser.

Internet Explorer
1 Launch Internet Explorer.
2 On the upper-right corner, click the Tools icon.
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Print

File

Zoom (100%5)
Safety

Yiew downloads
Manage add-ons
F12 developer tools

Go to pinned sites

(2
2

]

Ctrl+)

Internet options

About Internet Explorer

3 Select Internet Options.
4 Select the Security tab.

5 Click the Custom level... button.

:

R

| General | Security |Pri\u'aq|I | Content | Connections. | Programs I Aduanced|

Select a zone to view or change security settings.

@ & v

nteme Local intranet  Trusted sites

o

Restricted
sites

Internet
0 Thiz zone is for Internet websites,
except those listed in trusted and
restricted zones,
Security level for this zone
Allowed levels for this zone: Medium to High

Medium-high
- Appropriate for most websites

content

Enable Protected Moga

Custom level...

Reset all zones to default level

— - Prompts before downloading potentially unsafe

- Unsigned ActiveX controls will not be downloaded

ternet Explaorer)

Default level

ok ||

Cancel

l

6 Scroll down to Scripting of Java applets.
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F ™
Security Settings - Internet Zone‘ u

Settings

(C) Enable
| Enable XS5 filter
) Disable

Coo L)

| Seripting of Java applets
) Disable

@ Enable

©) Prompt

52, User Althentcaton
#2, Logon

@) Anonymous logon

@ Automatic logon only in Intranet zone

Automatic logon with current user name and password D

<€

(Z) Prompt for user name and password

' m | r

*Takes effect after you restart Internet Explorer

Reset custom settings
Resetto:  [Medium-high (defaulf) v [ Reset. |

7 Click the Enable radio button.
8 Click OK.

Safari
1 Launch Safari browser.
2 Click Safari and select Preferences.

| OO |8

Custemize Toolbar...

Show Menu Bar

Hide Bookmarks Bar Ctrl+Shift+B
Show Tab Bar Ctrl+Shift+T
Show Status Bar Ctrl+/
Show Reading List Ctrl+Shift+L
Enter Full Screen F11
History Ctrl+H
Daownloads Ctrl+Alt+L

Private Browsing...
Reset Safari...
¥ | Block Pop-Up Windows Ctrl+Shift+K

Preferences.., Ctrl+,
Help F1
Repert Bugs to Apple...

Safari Extensions...
About Safari

3 Click the Security tab.
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O = IQ L & O

General Appearance Boockmarks Tabs RSS  AutoFill 'Security Privacy Extensions Advanced

Fraudulent sites: Warn when visiting a fraudulent website

Web content: Enable plug-ins
Enable Java
Enable JavaScript
Bleck pop-up windows

Ask before sending a non-secure form to a secure website

4 Check the Enable Java and Enable JavaScript check boxes.
5 Close the Safari Preferences window.

Chrome

1 Launch Google Chrome.

2 Inthe upper-right corner, click the three-bar Settings icon.

3 At the bottom of the page, click Show Advanced Settings.

4 Under Privacy, click Content Settings. A popup window appears.

iGoogle 9, Settings - Content setting % Search results - Google CF X T

€& - C | [ chrome://settings/content el @ "i =

Content settings

>

Cookies

. Allow local data to be set (recommended)

m

| @ Keep local data only until I quit my browser
| Block sites from setting any data

["] Block third-party cookies and site data

| 3 Manage exceptions... || All cookies and site data...

i 5 Images
® Showall images (recommended)

Do not show any images

Manage exceptions... |

JavaScript

® Allow all sites to run JavaScript (recommended)

) Do not allow any site to run JavaScript

| Manage exceptions...

Handlers

Lo |
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5 Under JavaScript, click the Allow all sites to run JavaScript button.
6 Click OK.

Additional Options

Other options shown when sending files include the following:

Send me a copy

A copy of the email is sent to your email address. This is useful to preserve the email in your local email program
after it has been deleted from Accellion.

Notify on Attachment Delivery

When the recipient has downloaded the files, you are notified. Click More to enter additional email addresses,
which are also notified on download of the files. You can enter multiple email addresses, each separated by a
comma.

Encrypt Files

Files can be encrypted when sent via the Folder/Large File applet. To encrypt files, check the Encryption box.
This option is available if your administrator has enabled it.

Access Control

You can control who receives the files you are sending. Select one of the following controls:

Only recipients mentioned above |E||

| Only recipients mentioned above
10nly recipients and internal users
I&nyone after authentication
Anyone (Mo authentication)

Note that if you select the final option, anyone with access to this file can forward the file to anyone else, with
no record of this transaction having taken place.

File Expiration

The default file expiration date is one month from today’s date. If you would like there to be no expiration date,
contact your administrator to enable this option.

Non-Confidential

Files sent with this option enabled allow recipients to download files without authentication. Note that non-
confidential transmissions do not generate return receipts. This option is controlled by the administrator, and
may or may not be available.
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Creating Drafts

The Accellion web user interface provides you the ability to save drafts of emails you are working on, but are not
ready to send. To create a draft, click the Save Now button. You'll see the title of the email you’re working on
appear on the left side of the screen. You can save multiple drafts, and return to them later by clicking on their

title.

Compose New Standard Envelope
Envelope Send Save Now Discard
[:9 standard Envelope
To:

T RrrP
Ed Law_Firms

Add Cc | Add Beco
+ Draft (1) Subject: |
{Ho Subject) - Location: | Us-West(US) [«]

Files: Choose File | or Use Large File/Folder Applet
Choose from File Manager
Use Rich Text Formatting »
Uploading Files

While files can be uploaded via the Send File page, the best way to upload many files for sending later is via My
Files. From this location, click the Add Files button, browse to the file or files to upload, and shift- or control-
click to select multiple files to upload. Once uploaded, you can re-send the file by checking the box next to it,

then selecting Send.

Contacts

When a user sends an email via the web interface, the recipient’s email address is saved for faster addressing of
future emails. The list of contacts appears when you click Settings. From here, emails can be edited (if an

incorrect one was saved) or deleted.

Contacts

Add New Contact Add New Group

Contact Name({1) Email

user1@company.com userl@company.com 6) b 4

Contacts can also be created from this location.

1 To create a new contract, click Add New Contact. The Create Contact window appears.
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Create Contact X

Contact Name:

E-mail: + Add more e-mail..

Save Cancel

If the contact requires more than one email address, click Add more e-mail...
Click Save.
To edit an email address associated with a contact, click the “penci

~ W N

|”

icon. The Edit Contact window appears.
5 Make your edits.

If more than one email address should be associated with the contact, click the pencil icon to edit, and then Add
more e-mails... link to create another email address field.

Creating Groups

Multiple email addresses can be made into a Group. This allows you to type the name of the Group in the Send
Field To: field to auto-populate it with all addresses in that Group.

1 Click Add new Group. The Create Group window appears.
2 Name the group, and add email addresses separated with a comma.
3 Click Save.

To use Contacts or Groups, start a new email in the Send File tab. In the To: field, type the name of the group, or
an email address, and it automatically shows the available addresses that match. Click the address or Group to
add it to the To: field.

Inviting Users

If enabled, Standard and Expert Users can invite others to use Accellion to send files.

1 Toinvite someone to use Accellion to send files, at the top of the Send File tab at the right, click Invite. The
Invite User window appears.

Invite User X

Invite user as a web client user

E-mail:

Add an optional
note:

Invite Cancel

2  Enter the invitee’s email address, and a personal message to the invite.

3 Click Invite. The recipient then receives an invitation email with a link.
To complete the registration process, the recipient must click the link in the invitation. If they’re external to
your company, they’ll be created as a Restricted Sender, able to send files back to you or any other Standard
or Expert user of Accellion.
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Request a File Link

When enabled, Standard and Expert Users can send a link to request a file from someone, as well copying
others. Recipients of this link can send files back to the requester. Others on the “cc” list are also copied on the
response, receiving a link to download the requested file.

1 Click the Request File button to bring up the Request File window.

Request File X

Request a file back from someone

To: | |

Subject: | |

Add an optional
note:

Ccin return:

Request File Cancel

2 Fill in the fields required. All recipients are able to send files to via the Request File link to the requestor.

3 Click Request File. The recipients receive an email with a link.

4 Upon clicking the link, the recipients are sent to a page where they can send a file back. On this page, the
Subject line, To:, and From: addresses cannot be changed. Once sent, the original requestor receives an
email with a link to the file.

The amount of times the file can be shared and length of time that the secure download links are valid for is set
by the administrator of the Accellion system.

Envelopes

Depending on your company’s policy, the Send File tab may list available envelopes on the left side. Select the
envelope you wish to use, and it is displayed as the Send File tab, replacing the default Send File tab.

Compose New Standard Envelope

Envelope Send Save Now Discard
[ standard Envelope

To:
Ed rFP

E Law_Firms
Add Cc | Add Bee
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User Types

There are four main types of Accellion users. These types are set by your Accellion administrator. To change

your user type, contact your administrator

Recipient Can only download received files. May not upload or send files. Does not show the Send

File or File Manager tabs.

Restricted Sender Can download, and upload files. Can send files only to Standard or Expert users. A
Restricted User is typically an external user.

Standard User Can download, upload, and send files to anyone. A Standard User is typically an internal

user.

Expert User Can download, upload, and send files to anyone. They have more control over settings,
and can send files that require no authentication. Expert users can only be created by
the Accellion administrator. A Restricted User is typically an internal user with special

requirements.
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Resources

If you have questions that were not answered by this guide, visit our knowledge base at:

https://support.accellion.net/

For support on technical issues, visit our support portal at:

http://www.accellion.com/support
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