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Chapter 1: Storage Center Overview

Introduction

AfterOffice Storage Center is first and foremost a reliable offsite backup and restore application.
With the built-in security and redundancy measures, Storage Center protects and safeguards your
critical business data in case of natural disasters, break-in, and system or hardware failure, by
automatically backing it up and storing it in a world-class secure datacenter.

With the Web Storage, you can access the backed-up data via a web browser anytime anywhere.
Also, the User Control Access Right (UCAR) allows the group access for specific folders when
sharing collaboration work.

Sending huge files via email will no longer be a problem with Storage Center in place. Other
convenient features such as Public Links for upload and download also come in handy.

Storage Center consists of mainly the Web Storage and StorageSync, which will be explained in
details later.
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Features
e Automatic backup of your critical business data off-site
e Central file and backup storage
e Antivirus scan on all files being backed up
e Built-in encryption for additional files protection
e No hardware and software to purchase hence no system administrator necessary
e Keep a daily, weekly and monthly version if you wish
e Resume ability allows you to resume the backup after an Internet disconnection
¢ Incremental backup allows the transfer of only the modified portion of the files
¢ Restore files and folders to their original paths
e Synchronize your files and folders in all your computers
e Synchronization among multiple branches
e With Web Storage, you can access your files and folders anytime anywhere
e You can still access the files via Web Storage during a restoration
e Share files and folders with your colleagues or business associates
¢ UCAR allows folder access and actions of specific groups
e DropFile makes sending huge files so easy and problem free
¢ Receive files from the public
e Public link available for external users to download files or web pages

e Your business partners or customer can upload file via a Public Link
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Three Ways to Access Storage Center

1. Web Storage
Access the Storage Center via a web browser. It can be any browser of your choice.
2. StorageSync

StorageSync is the software you install and run on your desktop or server to backup your data
off-site.

3. WebDAV

WebDAV allows you to create a web folder in your Windows Explorer. The web folder displays
exactly the same files and folders as you find in Web Storage.
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Three Methods to Share Files and Folders

1. Company Share Folder
This is the common folder where all the Storage Center users can access and share files and
folders. However, the Administrator (avomaster) is able to setup the access permission to

allow certain groups of user to open or view certain folders, enabling a more secure and
control environment for collaboration.

2. DropFile and DropFolder

This is feature can be applied to both Storage Center or external users. Instead of emailing
with file attachment, the email contains only links that allow the recipient to download the files
intended to share.

Storage Center users have the added advantage of receiving the files in their Dropbox and
moving them to their desired folders.

3. Network Share or Private Share Folder

When group sharing is not an option, you can choose to use Network Share to privately share

the folder with other individuals on Storage Center.

For more details, please refer to Chapter 4 and Chapter 6.
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Chapter 2: Web Storage

2.1 Web Storage Login

Web Storage is essentially the user interface that you will see once login via the web browser. To
login, you are required to have 3 pieces of information, namely Host, Username, and Password as
shown in figure below.

Host : afteroffice.com Enter the domain name
Name : sjng
Password : IIIIIl Forgot password??

Login

Figure 1. Login Page

2.1.1 Domain Name for Your Storage Center

You can use your own domain name, just like the example in figure 1, where afteroffice.com is the
domain name, if your domain name is hosted with AfterOffice. Alternately AfterOffice can also
provide you with a sub domain, free of charge.

2.1.1.1 Login with Your Own Domain

Below is how it should look like with domain hosted with AfterOffice.

Host : yourdomain.com Enter the domain name
Name : david|
Password: eessss Forgot password??

Login

Figure 2. Logging In with Your Own Domain
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2.1.1.2 Login with AfterOffice Sub Domain

If you have a domain but not hosted with AfterOffice or choose not to host with AfterOffice, that is
perfectly fine as AfterOffice will provide you with a Sub Domain of your choice. Currently,
AfterOffice is offering Sub Domain on vo.com.my, meaning if your company name is ABC
Enterprise Sdn. Bhd., you can choose to have abc.vo.com.my as your sub domain if it has not
been taken. When you login it will be as follows.

Host : abc.vo.com.my| Enter the domain name
Name : david
Password : essse Forgot password??

Figure 3. Logging in with AfterOffice Domain

2.1.2 Landing Page for Storage Center

Home Email Profle  Bulletn  Meeting i S Storage  Calendar  Project  Contact Logout Help

Welcome Ng Shou Jen

Announcement [+
STAY CONNECTED :
anytime, anywhere

Virtual Office! (] New email. 54 October 2010

o8 Onine users: 1

1 @2

/ Send Instant Message to online users.

3 4 @5 @6 @7 B8 El
/ Account Information =) 10 11a1z 1zoaelis 18
admin, ams, devtalk, devteam, 17 18 19 €3(20 @21 22 &(23
ecat_admin, floadmin, hr,
hradmin, leave_group, 24 |25 26027 @28 4|20 (30
management, marketing, rd, rep, 31
Group : root, sales, salesadmin, -
salesmanager, service, Today is: October 30, 2010
smaccess, storageadmin,
support, user, voadmin,
webdesign, webdesignadmi [ searcn [
Lewvel : 1
& Enterhere Search
POP3ID : sjngi@afteroffice.com
@ User Guide @) Help

Workflow Status:

Figure 4. The Landing Page Once You Login
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Figure 4 shows a full-fledge Storage Center at work with all possible modules plugged in.
[Storage] and [Profile] are the menu items you will be using. Clicking on [Storage] leads to the

Web Storage as below.

N S T i T i

Profile Bulletin Meeting  BizApp Sales Project  Contact  Logout

(v

Help

Storage Center — — —— — o —
E WMy Storage } E ; ; :
F7-{_] Public Share fl . g ' g " g . g .
{:' Company Share . . .

: Public Share  Company Share Company Private Private
E2-{E Company HomePage HomePage HomePage
{:' Private —~— —

D Private HomePage : |:| :

&-{2] Network Share g L g
5] Shared fems Network Share Member
£ DropBox (0}

Help

New Shortcut Delete Shortcut Find File/Folder ‘7

Figure 5. Web Storage

2.1.3 Change Your Password

Click on [Profile] at the menu, then [Password] to change your password.

?Z,) Profile

8 @ ¥ = 5

S—

Password Appearance Theme Menu ) HTML Editor
- 3 I
B U

Disk status Anti-virus Security Log Admin Tasks

Figure 6. Profile
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Change Password @ Help

Current Password | |

Mew Passwaord | |

Yerify Mew Password | |

Update

Figure 7. Change Password

Enter your current password at the [Current Password] field, then enter the new password at the
[New Password] field and enter the new password again at the [Verify New Password] field. Click
the [Update] button and you can close the window (click the cross at the upper right).

2.1.4 Help ¥ on Web Storage

H . H IS @

Bulletin Meeting BizApp Sales SMS Storage  Calendar Plﬁjed Contact  Logout Help

Storage Center Folder Contents.
[g My Storage
D Public Share
.{Z Company Share H i Y / Company Share /

[3-{Z] Company HomePage A Name Date Size
06-Jul-2006. 11:29am

Disk Usage: 20% 3GB / 10GE

(o Private

"{:I Private HomePage O (i 15l Admin /

F2-{2 Network Share B © [ AfterDesk / 10-Apr-2002, 09:32pm

£ Shared tems ] © [ AfterMX/ 10-Dec-2002, 11:03am
08-Det-2002, 01:43pm

mallg050% (0} ] i Yaal AMS_scrncap /
[} (i Yaal AO Company Photo / 29-Aug-2008, 04:57pm
19-Jul 2004, 12:52am

[ i 1 asiapoly_workflow /
O © [ ASPexpo / 08-Oct-2002, 01:43pm
] @ [ ax-host/

[} (i 1&a BizDev /

06-Jan-2010, 11:2%am

01-Her™meS 05:1
i\

Upload Delete Move Copy MNew Folder Rename Edit (Un)Lock DropTo Find Shortcut Encrypt Decrypt AV! zan %

Figure 7.5. Help *#¥ Available on Web Storage

The red circles above are where you can get help on Web Storage with regards to the different
sections, respectively. Therefore if you would like to learn about the [Edit] button at the bottom

section, you can click on the bottom 2 §

13
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2.2 Default Folders in Storage Center

Storage Center

= My Storage

D Public Share

|:| Company Share
D Company HomePage
D Private

D Private HomePage
Fl-{Z7 Network Share

ié] Shared tems
£ DropBox (0}

Help

Figure 8. Default Folders

[Public Share] folder is reserved for AfterOffice to keep software and user guides for user
download.

[Company Share] is where you may share files and folders among co-workers within the
company. Only the Administrator (avomaster) can create and remove sub-folders within
"Company Share". If additional folder is required please contact the Administrator of your Storage
Center.

[Company Homepage] folder is only accessible to the Administrator (admin) of your company
(domain). The Administrator can build a company related homepage here. Link to this homepage
is http://vo.[yourdomain].com/storage/homepage/[yourdomain].com/index.html or
http://vo.[yourdomain].vo.com.my/storage/homepage/[yourdomain].vo.com.my/index.html.
Alternately, a public link for a file or image can be generated by replacing ‘index.html’ with the file
name.

[Private] is the folder where you manage all your private files and folders. This is where you
should back up your personal data files to.

[Private Homepage] folder is where the user can upload his/her private homepage. Although the
whole world can see your homepage, only you can manage and alter its content. Link to this
home page is
http://vo.[yourdomain].com/storage/homepage/[yourdomain].com/~username/index.html or
http://vo.[yourdomain].vo.com.my/storage/homepage/[yourdomain].vo.com.my/~username/index.h
tml. Alternately, a public link for a file or image can be generated by replacing ‘index.html’ with
the file name.

[Network Share] folder stores all folders being shared to you by others from their Private folder.
You can collaborate and share files with these individuals privately here.
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[Shared Items] is where you can view the folders you already shared to others, as well as folders
being shared with you by others. Unsuccessful sharing can occur as a result of incorrect shared-
to email address. Such entry will have the targeted email address displayed in a strike-through
manner. The trashcan icon next to each entry can be used to remove a shared item.

[DropBox] contain files dropped to you by others. When there is a "new" drop item, the animated
tray-being-filled icon is shown next to the DropBox(‘N’) link. ‘N’ is the number of files in the
DropBox. Once the DropBox has been listed, the icon is changed to a non-animated empty tray.
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2.3 Web Storage Common Applications (Action Buttons at the Bottom)

When you click at any Default Folder, you should find a row of action buttons at the bottom
column of the Web Storage. These are the buttons that help you to manage your files and folders
as well as to send huge files.

2.3.1 Create New Folders

Click on the [New Folder] button when you have come to the desired folder under which you like
create a new folder. Enter the [New Folder] name and its [Description]. The description will help
you find the folder easier if it is more accurate.

Press on the [Create] button once filling up the fields, then your new folder will be created like the
following example.

(&) New Folder - Mozilla Firefox o[- [

£\ hitp://vo.afteroffice.com/storage/bin/newfolder.cgi

Create New Folder

In: [Private] /

New Folder: Human Resources

Description: [All staff particulars, salary, and EPI

| CREATE || CANCEL

Done

Figure 9. Create a New Folder

2.3.2 Upload Files

Navigate to your desired folder then click on the [Upload] button.

Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved. 16



User Guide: AfterOffice Storage Center ﬂfterm

&) Upload - Moxzilla Firefox == o =<
£\ hitp://vo.afteroffice.com/storage/bin/upload.cgi W
. &
Upload File
To:  [Private]/Human Resources/

If vou wish to upload more files in one zo, click here FIRST.

File to Upload Description

2. Browse_

m

3. Browse_

Browse_

A

5. Browse_

Replace existing file.
Scan files for vimses

| UPLOAD || CANCEL

Done

Figure 10. Upload Window

Click on [Browse] to select the file to be uploaded. By default, the file selected for upload will
replace any file with the same filename. If you do not wish to replace any existing files, uncheck
[Replace existing file].

2.3.3 Delete Files or Folders

Select the file to be deleted by checking on the checkbox of the file. Then click on the [Delete]
button and the Web Storage will prompt you to confirm. Press [OK] to confirm the delete of the
selected file. Figure 11 shows an example of deleting a file. Folders can be deleted in the same
way.
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Folder Contents.

(@) Delete - Mozilla Firefox [ = -
D http://vo.afteroffice.com/storage/bin/delete.cgi T
2| (i | / Private / Homan Resources /
=
J Delete 7

(i P 0887035 8nomination form pdf

From: [Private]/Human Resources/

Total items: 1 Size: 234 613 byt .
oralitems e 2500 bytes L1 0887035 8nomination form pdf

Done

Upload Delete Move Copy MNew Folder Rename Edit (Un)Lock DropTo Find Shortcut Encrypt Decrypt AVScan ]

Figure 11. Delete Files

2.3.4 Move Files or Folders

Select the file to be moved by checking on the checkbox of the file. Then click on the [Move]
button and you will see a similar window screen shot as below.

Storage Center Folder Contents.

= My Storage
D Public Share
(2-{3 Company Share H i Y { Private / Human Resources /
D Company HomePage: ¢ Name
-7 Private o
"|:| Private HomePage i P 088703 5Enomination form pdf
D MNetwork Share

Total items: 1 Size: 234,613 bytes
g Shared tems

£ DropBox (0}

Navigate to a destination folder to move the items to, then click Paste. [ Paste ] [ Cancel ]

e : :
Help You may browse or create folder with the popup navigator.

Figure 12. After selecting the file and clicking on the [Move] button.
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Next, navigate to the desired folder where you want to place the file. In Figure 12 example, the
PDF file is being moved to the /Company Share/HR folder. Figure 13 shows the navigation to the
/Company Share/HR folder.

Ela Company Share =
© B0 Admin

{0 AfterDesk

B-{0 Afterix

(L] AMS_scrncap | i Yau! / Private / Human Resources /
l:l AQD Company P|E 4 Name
3 asiapohy_work' \ \

i asimpoly._ ,o i 0887035 Enomination form pdf
I:I ASPexpo 1

F-{27] ax-host
D BizDev Total items: 1 Size: 254,613 bytes

Folder Contents.

{:' Brochure
D BusinessPlan
{:' Chinese Correc
B3 e

{:' COMMOon resoul
{:| Corp

D Dev

-3 GUIDE
l:l Graphics
{:' Greeting Card

. - . - - &
Navigate to a destination folder to move the items to, then click Paste.
7| Youmay browse or create folder with the popup navigator.

Figure 13. Navigate to the folder ‘HR’ under ‘Company Share’.

Click into the desired folder (i.e. the HR folder). Then click on the [Paste] button and you will be
prompted to confirm the move action as in Figure 15.

|:| BusinezsPlan =+

£ Chinese Correc Folder Contents.

H © =1/ Company Share /HR /

# NWame

Total items: 0 Size: 0 bytes

Navigate to a destination folder to move the items to, then click Paste. [ Paste ] [ Cancel ]

You may browse or create folder with the popup navigator.

Figure 14. Click into the HR folder.

4 I 3
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@l Paste - Mozilla Firefox EI@

£\ hitp://vo.afteroffice.com/storage/bin/paste. 5.7

Move Folder Contents.

From:  [Private] /Human Resources/
To: [Company Share] /HR/ = © =/ Company Share / HR /
4 Name

[ i PN 088703 5 Bnomination form pdf

_1 088703 58nomination form pdf

I OK H CAMCEL Total items: 1 Size: 254 613 bytes

Done

Figure 15. Click [OK] to confirm and the files is moved to /Company Share/HR

Folders can be moved in the same way too.

2.3.5 Copy Files or Folders

Select the file to be copied by checking the checkbox of the file. Then click on the [Copy] button
and you will come to a similar screen shot as below.

D Company Share e
D Company HomePag Folder Contents.

Ea Private

{“_‘| Ara house =
-3 B B i | |:_—|f Company Share / HR/
D China Mobile ‘N
{“_‘| docs dtrle

E1-{] fat keong i P 0887035 8nomination form pdf

{“_‘| Futures Trading
D hack Total items: 1 Size: 254 613 bytes
D Human Resoun

Navigate to a destination folder to copy the items to, then click Paste. I Paste J I Cancel I

: iecieomo—iee | Youmay browse or create folder with the popup navizator | Browse
¥l 1 b

Figure 16. Click the [Copy] button and navigate by clicking the /Private/Human Resource folder

Next, navigate to the desired folder you would like to place the file (i.e. /Private/Human Resource).
Then click on the [Paste] button and confirm by pressing [OK] when prompted.
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D Company Share il
{:| Company HomePag Folder Contents.
Ea Private
D Ara house -
E-{3 Bip E Ci Yaal / Private / Human Resources /
D China Mobile
|:| docs
D fat keong
D Futures Trading

1

# Wame

Total items: 0 Size: 0 bytes

: Dlnbux ------------------------ MNavigate to a destination folder to copy the items to, then click Paste. [ Paszte ] [ Cancel ]
..

C o wseviome—— | Youmay browse or create folder with the popup navigator

4 1 2

Figure 17. Navigate to /Private/Human Resources/ and press the [Paste] button.

@ Paste - Mozilla Firefox E@

£\ http:/fvo.afteroffice.com/storage/bin/paste.c 7

Copy Folder Contents.

From: [Company Share] /HR/
To: [Private] /Human Resources/ H i Yaa { Private / Human Resources /

4 Wame

[l i P 0887035 Enomination form pdf

—1 0887035 8nomination form pdf

Total items: 1 Size: 254,613 bytes

| OK || CANCEL

Done

Figure 18. Click [OK] to confirm and the file is copied to /Private/Human Resources/

Folders can be copied in the same way too.

2.3.6 Rename Files or Folders

Select the folder you want to rename by checking the checkbox. Then click on the [Rename]
button and the Rename window in Figure 19 will pop up. Enter the new name and press [OK].
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[C] gp = fat keong /
Storage Center - ﬂ =] v i dine | @ Renarne - Mozilla Firefox E@
== Futores lradin =
g My Storage ﬂ (] g £\ http://vo.afteroffice.com/storage/bin/rename.cgi g
&-{1] Public Share [ Ui Yam hack /
.79 C Sh
{E Company Share @ | Human Resources / Rename

{:' Company HomePage
(] Private 1 @ 7 inbox /
{:' Private HomePage
[2-{27] Metwork Share

o I [Private] /
Ol Ui Yaa Interior Design ideas /

[ @[ LCA/ 0Old Name New Name
Ei’:s;‘;duie(;‘;’ 1 @ 7 My Pictures / Human Resources --- Human Resources
@ Help @t | OK || canceL

]| Ui Yaa outhox /

] i Y| Personal / s

O Ci s Photos and Images /

Upload Delete Move Copy MNew Folder Rename Edit (Un)Lock DropTo Find Shortcut Encrypt Decrypt

Figure 19. Enter New Name to Rename the Folder

Files can be renamed in the same way too.

2.3.7 Edit Text Files

First of all the file that you select to edit MUST be a text file. Normally a text file ends with
extensions such as “.txt’ or “.csv'.

Select the text file that you want to edit by checking the checkbox. Then press on the [Edit]
button, and the Edit Window will appear as shown in Figure 20. You can start editing the file on
the body of the Edit Window. Click on the [Save] button once you have competed the
modification.
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| O\ sing@afteroffice.com - English - 60.4... | + | @) Edit - Mozilla Firefox =R
P I http://vo.afteroffice.com/storage/bin/editfile.cgi ...
- AT ) s A 2 2 )
[ e g < fal & hd )
Email  Profle  Bullein  Meeting  BizApp Edit File
Storage Center ol Folder Contents. Folder: /Private/Ara house/
g My Storage File Name: devlist.txt
D Public Share
E2-{E Company Share =] i Y&l / Private / Ara house / ROOT\LEGACY NATIVEWIFIP\0OOO T
D Company HomePag L AN Name: NativeWiFi Filter ==
£ Private 1 ame
Fl-{Z] Ara house o |_| devlist txt Driver is running.
& 2:" oo [ @ ¢ DSCFO07LIPG USE\ROOT_HUB\4&1156D12E&0
ina Maobile
gdm [] @ jw DSCF0072.JPG Name UgB Root Hub
D fat keong D o L!J DSCF0073.JPG Driver is running.
Futures Trading
g nack © @ 1w DSCF0074.PG ROOT\MS_AGTLEVENMINIBORT\0000
o tumanresour, | T @ w DSCFO075.7PG Name: WAN Miniporf (IKEv2)
(I inbox ] o ] DSCF0076.JPG Driver is running.
{“_‘| Interior De=ign
D LCA D o L!J DSCF0077.JPG HDAUDIO\FUNC 01&VEN 10DE&DEV 000B&3UBSYS 10DEO101&REV 1001 il

{“_‘| My Pictures
{7 Wutact

B o (T nuthnw
4 I »

Done Done

Upload Delete Move Copy MNew Folder Rename Edit

[ sAvE || Editas HTML |[ CANCEL

Figure 20. Edit the text file. Press [Save] to save directly to Storage Center.

2.3.8 Lock and Unlock Files

The Lock/Unlock function is only useful in Company Share folder where group sharing is
available. A file can be locked and unlocked through this function. Generally used while a file is
shared and worked on by a group of users. You can lock the file while it is downloaded for
update. Once updated and uploaded you can unlock the file so that other users can work on it.

Folder Contents.

ﬂ
m. | »

Disk Usage: 20% 3GB /10GB
E i Yau! { Company Share / Admin / Corp info /
# Name Date Size
[ @ & aoc Corp Profile -60417 doc 17-Apr-2006, 04:25pm 1575KB
] Ci I AQC Corp Profile -ver 6.0.doc 25-Aug-2008, 06:44am 152.5KB |

Upload Delete Mowve Copy Hew Folder Rename Edit (UnjLock DropTo Find Shortcut Encrypt Decrypt AWV Scan i

Figure 21. Before the file is locked

Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved. 23



User Guide: AfterOffice Storage Center Afterm

B ol:_—lf Company Share / Admin / Corp info /
* Name

@ = 2°c Corp Profile -60417 doc In: [Company Share] /Admin/Corp info/

Folder Contents. @ Lock/Unlock - Moxzilla Firefox = cH <™

fa) http://vo.afteroffice.com/storage/bin/locktog.cgi - .7

Lock/Unlock

. AOC Corp Profile -ver 6.0.do
D@l orp Profile -ver 6.0.doc 1 aoc Corp Profile 60417 doc

Upload Delete Move Copy HNew Folder Rename Edit (Un)Lock

| OK || CANCEL

Done

Figure 22. Press [OK] to Lock the Checked File

Select the file you want to lock by checking on the checkbox. Then click the [(Un)Lock] button to
lock the file as in Figure 22. Perform the same procedure on the locked file will have it unlocked.

Folder Contents.

Disk Usage: 20% 3GB / 10GB
B i Yam / Company Share / Admin / Corp info /

# Name Date Size
[ @ = aoc Corp Profile -60417.doc 17-Apr-2006, 04:25pm 1575KB glock
O © | AOC Corp Profile -ver 6.0.doc 29-Aug-2008, 06:44am 1525KB

Upload Delete Move Copy MNew Folder Rename Edit (UnjLock DropTo Find Shortcut Encrypt Decrypt AV Scan i

Figure 23. After the File is Locked, Notice that the lock symbol on the right end of the row.

2.3.9 DropTo

DropTo function is what makes the DropFile (SendFile) or DropFolder (SendFolder) feature
possible. DropFile is essentially a solution for sending huge files via email. Instead of attaching
the actual file to the email, DropFile embeds URL links of the files of which the email recipient will
download from. With only URL links embedded, size of the files does not matter anymore, thus
the email size remains very small. Hence you as a sender will not put strain on your broadband
bandwidth and the SMTP server, your DropFile will not be rejected by the recipient’s mail server
because of the size quota, your DropFile will not bounce because the recipient has a inbox of
limited size. Last but not least, the recipient for sure will not complain about slow download of
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Iolitoffice

your email if he/she is on POP or IMAP (Those who are using Outlook, Outlook Express or similar
email software).

DropFile works for both Storage Center users of the same domain and external users with an
email address. Storage Center users of course have an added advantage which will be revealed
shortly. Now let see how a DropFile works.

First select the file(s) that you would like to drop/send by checking on the checkbox. Then click on
the [DropTo] button to launch the ‘DropFile/Folder’ window as shown in the below figure.

i@ Drop File/Folder - Mozilla Firefox [= ] = |

Folder Contents £\ hittp:/fvo.afteroffice.com/storage/bin/dropto.cgi r

From storage: [Private] /Ara house/

B ol:_—lf]’rivatefAra house / To(e-mail) - EEIRTIEY

i I devlist txt
i 124 DSCF0071.JPG

4 Name

- Recent

Subject :
Short Message (optional) :

Dropitem Motification

Sending Files without attaching

[ @ [ DSCF0072.JPG
[ @ [ DSCF0073.JPG
[ @ [ DSCF0074 JPG
[ @ [ DSCF0075.JPG
[ @ s DSCF0076.JPG
[ @ [ DSCF0077.JPG
[ @ [ DSCF0078 PG
[ @ s DSCF0079.0PG
[ @ | DSCF0080 PG
[ @ w DSCF0081.7PG
[ g ¥ DSCF0082.JPG

Language of E-mail content

Englizh -

This drop will remain available for

Notify me when recipient picks up file

m

_ ] deviist b
_1DSCFO071.JPG

Upload Delete Move Copy Hew Folder Rename Edit (Un)Lock DropTo

[ ok | cancer 8

1

Figure 24. Launch the DropFile/Folder window and Enter the Email Address of the Recipient

At the [To (e-malil)] field, enter the email address of the recipient. If you have more than one email
address, separate them by comma. Optionally, you can choose how many days the file URL
link(s) will be valid for at [This drop will remain available for]. Also if you would like to be notified
once the recipient has downloaded the file(s), select ‘Yes’ at [Notify me when recipient picks up
file]. Now, press [OK] to send the file(s).

The recipient will receive an email similar to the one in Figure 25. Clicking on the link will lead the
recipient to a Download Page as in Figure 26.

Note: In order to use the DropTo function, you must have your files and folders uploaded via Web
Storage or StorageSync first. Please refer to Chapter 2.3.2 and 3, respectively.
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Rephy Rephy All Fwd | Auto - Edit Delete

Date:  Mon, 1 Mov 2010 01:28:52 +0800
Subject:  Dropltem Notification
From: sjng@afteroffice.com [ Add to Address Book

Move to Inbox

Block ]

To:  shoujen@vo.my

Sending Files without attaching

Iolitoffice

The following item has been dropped to you by
singi@afteroffice.com.

Click an the LREL (web link) below to pick it up.

File: devlist.tt, Size: 15.5 KB
hitp:i202.75.62 20filefivCchM NV b mA TDAMGEYY KA

File: DECFO071.JPG, Size: 289.0 KB
httpf202 .75 62 20file/kb0dSWAHM coBPKAWCUh4vC b

The iterm will remain available for 5 days.

B e B R R R e

Visit Afteroffice hitpiafteroffice.coml to share files with others in this manner!

Figure 25. Email Sent to the Recipient

DropFile/Folder

A user wishes to share the following file/folder with you.

English | fF#dr-Simplified | Wl -Traditional | Bahasa

Sender: Mg Shou Jen <sjng@afteroffice.com=
Item: devlist.tx=t (File)

Size: 15,888 bytes

Date Sent: Mon 01 Mow 2010 01:28am +0800
Expiry Date: Sat 06 Mov 2010 01:28am +0800

| Download | | Reject |

Figure 26. DroFile/Folder Download Page
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The recipient can right click on the file link (Item with blue text) to save or press the [Download]
button to let the browser open/handle it.

Storage Center The DI’OpBOX

g My Storage If the recipient happens to be one of the Storage Center users of the
E=-{E3 Company Share same domain, he/she will be able to find the file(s) dropped in his/her
-3 Private DropBox. The number in the bracket indicates the number of files inside

r_‘-| Private HomePage

the DropBox. The recipient can click into the DropBox and accept or
-2 Metwork Share

reject the file(s).

@ Shared tems . .. o
—, DropBox (1) Click on the [Accept] button, the recipient can choose to paste the file in

. any of the accessible desired folder as in Figure 29 (just like you would
— Move or Copy a file).

Figure 27. DropBox

L s DropBox Contents
=] My Storage
{“_"| Company Share
{"_—l Private e DerBDI
{:' Private HomePage w
{:' Metwork Share Name Size Received From Expiry
7 | ] deviist.txt 135 01-Nowv, NgShoulen sng@afterofficecom 0-Nov,

& Shared tems KB 01:54am 01:54am
=p DropBox (1) (3.0 days)
Help

Total items: 1 Size: 13,888 bytes

[ Accept ] [ Reject ]

Figure 28. Accepting the DropFile

MNavigate to a destination folder to place the items in_then click Paste. [ Paste ] [ Cancel ]

You may browse or create folder with the popup navigator.

Figure 29. Paste the File(s) to Your Desired Folder
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2.3.10 Find Files/Folders

Click on the [Find] button to launch the Find Window.

@ Find - Mozilla Firefox

[(=[E@]=]

[ 2\ http://vo.afteroffice.com/storage/bin/find.cgi?sid= 51030753861 8zuiu ‘]':F|

iﬂ}i Find File/Folder

Mame begins with:

(may use * wildcard)

Description with:

Look in: Company Share

| Finn | canceL

Done

Figure 30. Enter the File or Folder Name you are Searching for

(@) Find - Moxzilla Firefox o =]
[\ hitp:/fvo.afteroffice.com/storage/bin/find.cgi 'fj|
(| Find FilefFolder

Mame begins with: [[TuELK]

Description with:

Lookin: Company Share

(may use * wildcard)

[rino [ cance
Search Result

Name Found in

_1Human Touch - Button.JPG

[Company Share/Sales/kititfterOffice Images!

|_]Human Touch - Web
Interface JPG

ICompany Share/Sales/kitiAfterOffice Images!

(23 Human Touch

[Company Share/Sales/kititfterOffice Images!

Total Matches: 3

Done

Figure 31. The Search Results
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2.3.11 Create Short Cuts

Click on the [New Short Cut] button and you will see the following screen.

Mavigate to a folder, select the item to make a shortcut to, then click Done. |Done  Cancel 7

Figure 32. Navigate to the Parent Folder of the folder(s) you want to make Short Cut for

Navigate to the parent folder of your desired folder(s). Select the folder(s) you want to create a
Short Cut for. Then click on [Done]. You will be brought back to ‘My Storage’ with the new Short
Cut displayed as in Figure 34.

[ i Y Local Backup Storage / 20-May-2010, 12:14am
@ [ marketing / 20-Oct-2010, 12:3%am
[l © [ MOE/ 20-May-2010, 12:14am

Mavigate to a folder, selectthe item to make a shortcut to, then click Done. 'Done |  Cancel i

Figure 33. Put a Check on the Checkbox of the folder(s) you want to make Short Cut for

Storage Center — — — — -

|:| Public Share ‘< ‘ I ‘< ‘ I ‘< ‘ I
D Company Share Public Share  Company Share Company Private Private
D R HomePage HomePage
C' Private - - - -

D Private HomePage
[-{2] Metwork Share

My Storage E

g Shared ftems Network Share Member matketing sales
£ DropBox (0)

Help
New Shortcut Delete Shortcut  Find File/Folder ?

Figure 34. Short Cut has been created for the Marketing folder
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2.3.12 Encrypt and Decrypt Files

Folder Contents.
Disk Usage: 29% 3GB/ 10GE
=] i | F_—IJ" Company Share / Member /
# Name Date Size
Ui 114 1054853694 jpg 25-5ep-2008. 03:47pm S06 KB

Total tems: 1 Stze: 92,760 bytes

Upload Delete Move Copy MNew Folder Remame Edit (Un)Lock DropTo Find Shortcut Encrypt Decrypt AV Scan 2

Figure 35. Select the file and press [Encrypt]

To encrypt a file, select the file by checking on the checkbox of the file. Then click on the
[Encrypt] button to launch the below window.

@ Encrypt - Mol Fireox =Een
[ 2\ http://vo.afteroffice.com/storage/bin/encrypt.cgi T |
Encrypt

In: [Company Share] /Member/

11054853694 jpg

PassPhraze: TIIIIIL]

Eepeat PassPhrase: ssesssss

Delete original file immediately after successful encryption

WABRNING: You will need to recall the PassPhrase in order to decrypt
vour file later.

| OK || cancEL

Daone

Figure 36. The Encrypt Window

Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved. 30



User Guide: AfterOffice Storage Center Afterm

Enter the passphrase twice and press [OK]. The original file will be deleted and left with the

encrypted file now. If you still want the unencrypted version of the file, then uncheck the [Delete
original file immediately after successful encryption].

If you choose to use the Encrypt function, you are responsible to remember the
Passphrase that you entered. If you forget the Passphrase, you will not be getting
back the original file before you encrypted.

Folder Contents.
Disk Usage: 20% 3GE / 10GE
=] i Yau { Company Share / Member /
# Name Date Size
sl @ | 71054853694 jpg.enc 01-Nov-2010, 03:33pm 203 KB

Total items: 1 Size: 92,402 bytes

Upload Delete Move Copy HNew Folder Rename Edit (Un)Lock DropTo Find Shortcut Encrypt Decrypt AV Scan i

Figure 37. File Encrypted with the ‘.enc’ extension after the Entire Filename

To decrypt an encrypted file such as that in Figure 37, select the file and press the [Decrypt]

button. The following window will pop up. Enter the passphrase and press [OK]. The encrypted
file will be restored to the original state as in Figure 39.
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@ Decrypt - Mozilla Firefox E=N [EER(=<
i http://vo.afteroffice.com/storage/bin/decrypt.cgi i
-

Decrypt

In: [Company Share] Member/

11054853694 jpg.enc

PazzPhraze: ssssssss

Delete encrypted file immediately after successful decryption

| OK || CANCEL

Done

Figure 38. Decrypt Window

Folder Contents.

Disk Usage: 28% 3GB / 10GB
E i | |:_—|Jf Company Share / Member /
# WName Date Size
(I © | 1054853694 jpg 01-Nov-2010, 06:01pm 206KB
(=

Total items: 1 Size: 92,760 bytes

Upload Delete Move Copy MNew Folder Renmame Edit (Un)Lock DropTo Find Shortcut Encrypt Decrypt AV Scan =

Figure 39. The Encrypted file is restored to the Original State

2.3.13 AVScan (Antivirus Scan)

Select the file by checking the checkbox of the file. Then press the [AVScan] button run the
Antivirus Scan.

Note: The AVScan will only scan for viruses but will not disinfect them. All files being uploaded or
backed through Web Storage or StorageSync will undergo the antivirus scanning. Web Storage
will provide immediate feedback where as StorageSync will provide the full report in the Log
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Report. The [AVScan] here will be useful if you are saving attachment from AfterOffice Webmail
to Storage Center.
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ol Hioffice
Chapter 3: Off-site Backup with StorageSync

StorageSync is the software developed by AfterOffice that makes the off-site and online backup
possible. You should install StorageSync on your notebook, desktop PC, or server so that all your
critical data will be automatically backed up off-site via the Internet.

% Storage Sync1.907
Fie Edt

Help

STORAGE
@ SYNC

Mutact
estorage
demol. ho.my
test

A0 Sales Kit
Training
arlife

S databaze
tkyoko
arlife:2

MOC

] e
Schreider
MST

Phintne and Imanes
[;

m

Prafiles

[ Mew | | Delets |

|F|ename| | Clane |

Tue 2-Mov-2010 1:45:20 P

Settings Lags
Local Folder
[ fafteroffice

' Remote Folder
/Private/docs

Selection Scheduls 0 ptions

Files Folders

Include

Exclude

“Perzonal’’ will run on *wed 3-MNow-2010 12:00:00 &M

zjng [afteroffice. com)

| Copy all
V| Include subfolders
| Copy empty subfolders

| Copy newer filez only

| Browse |

| Browse |

Delete in destination i not in source

[ Run |

Figure 40. StorageSync will backup your Critical Data Off-site automatically

3.1 System Requirements

e Windows XP, Windows Vista, Windows 7, Windows Server 2008, Windows Server 2003,
Mac OS, Linux.

e Atleast 300Mhz CPU clock speed, 128MB RAM, and 20MB of free disk space.

¢ Internet connection and a valid account for Storage Center with AfterOffice.

Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved.

34



User Guide: AfterOffice Storage Center ﬂfterm

3.2 Where To Download StorageSync?

You can go to http://www.afteroffice.com and click on the [Download] button to get to the
Download page or simply go to http://www.afteroffice.com/download

Download

Already signed up? Go ahead and choose your platform below to download
StorageSync

If you don't yet have a AfterOffice Storage Center account, please Sign Up Here
first to start your free trial. You will then be given instruction on how to complete
the download process

Mote: You anly need to install StorageSync once on each of your computers
Anytime a new version of the software is released, you will be upgraded

automatically
My : A
y
" K |

Windows Mac Linux

Download /§ Download (i Download

Figure 41. Download Page for StorageSync

3.3 How To Install And Configure StorageSync?

Once downloaded the StorageSync Program, run it and let the wizard guide you through.

Stp eafge-of
Welcome to the StorageSync 1.90.1
Setup Wizard

This wizard will guide you through the installation of
StorageSync 1.90.1.

Itis recommended that you close all other applications
before starting Setup. This will make it possible to update
relevant system files without having to reboot your
computer.

Click Next to continue,

i Next > i l Cancel I

Figure 42. Run the StorageSync Setup Program and Follow the Wizards
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‘ SforagéSync 1.90.1 Setup

Choose Install Location
Choose the folder in which to install StorageSync 1.90. 1.

4

Setup will install StorageSync 1.90. 1 in the following folder. To install in a different folder,
click Browse and select another folder. Click Next to continue.

Destination Folder

r
IC: \Program Files\StorageSync
L

Browse...

Space required: 6,4MB
Space available: 353.-6GB

Jullsoft Install System v2,0

(LosBack J{ pext> ] [ cancel ]

Figure 43. Choose Your Destination Folder or Let Wizard Chooses

It is advisable to keep the box checked for [Start StorageSync when Windows starts].

§. 'Svtorage‘.Sync 1.90.1 sétup

Installation Options page
Select installation options you want.

Additional Installation Options

[V]start StorageSync when Windows starts:

mullsoft Install System v2,0

[‘ < Back "_Lnstall l [ _Cancel

Figure 44. Click the [Install] Button to start the Installation
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Completing the StorageSync 1.90.1
Setup Wizard

StorageSync 1.90. 1 has been installed on your computer.

Click Finish to close this wizard.

[ Finish ] I Cancel }

Figure 45. Click [Finish] to launch StorageSync

Click the [Finish] button to launch StorageSync. Immediately, StorageSync will prompt you to
setup account as in Figure 46.

3.3.1 Login Account Setup

At this point, you should have gathered the information from AfterOffice on your
Domain or Sub Domain, your username, and your password. If you do not have
all this information, please contact your administrator or AfterOffice.

The [Server] field will normally follow the format of vo.[your domain or sub
domain].com or vo.[your domain or sub domain].com.my. Depending on your domain, it can be
“.net’ or “.net.my’ too.
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Storage Sync 1.90.1
File  Edit

This is the main login information that will serve
as the defaults for the other login profiles.

Server |vo.aflerofﬁce.com

Login |

[] S5L login

on if not in source

(L fun_]

Figure 46. Setup your Login Account

If you are using your own Domain, i.e. abc.com.my, then your [Server] field should be
Domain ‘abc.com.my’ => Server: ‘vo.abc.com.my’.
Username ‘user’ => Login: ‘user@abc.com.my’.

The following example in Figure 47 shows an account with Sub Domain provided by AfterOffice.
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This is the main login information that will serve ‘
as the defaults for the ather login profiles. = <2
ice.com)
Server | vo.glocomp.vo.com.my \ <« ‘
Login | david@glocomp.vo.com.my '
Password | o ‘ Save password
55L login
[ Cancel ] l Ok ] Iders

only

| ‘, Login to remote failed ] ]
! [ on if hot in source

Profles [T ]

| New | [ Delete |

sstForT est2" wil run on Fi 12Feb-2010 6:00:00 AM

[_H‘e_n,ame] | Clone |

Figure 47. Setup Login Account with Sub Domain from AfterOffice

In the above example, the Sub Domain provided by AfterOffice is ‘glocomp.vo.com.my’ and
username is ‘david’. Therefore

Sub Domain ‘glocomp.vo.com.my’ => Server: ‘vo.glocomp.vo.com.my’
Username ‘david’ => Login: ‘david@glocomp.vo.com.my’

Make sure you check [Save password] and [SSL login] to make things convenient and safe. Then
press the [OK] button. If you are installing StorageSync the first time on your computer, you will
be prompted as in Figure 48.

StorageSync finds no profiles in the system, and therefore prompt the user about it in case he or
she wants to perform a Restore. Since this is the first time you are installing, just click [No]. Now
you are ready to create profiles for off-site backup. Refer to ‘Chapter 3.6: Create Profiles’ for
more details.
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Storage Sync 1.90.1

File  Edit Help
STO {

| Settings J

Local Folder

| [onse ]

Remote Folder sschan [afteroffice.com)

e There appear to be no profiles set up.
Do you wish to restore from the remote server?

] Tnclude subfolders
[] Copy empty subfolders

[[] Copy newer files only
[] Delete in destination if nat in source

[ Fun_]

Figure 48. Click ‘No’ if first time installing StorageSync

Storage Sync 1.90.1
File  Edit

Local Folder

: Remote Folder

Selection | Schedule | Options |

Files Folders
nclude Copy all
Include subfolders
Copy empty subfolders
Copy newer files only

Exclude

[[] Delete in destination if nat in source

(_Fun_]

Figure 49. Login Account Setup Successfully
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3.4 How To Login or Change My Login Account?

Click on [Edit] on the Menu and select [Login Info] to launch the window below. You can edit on
all the fields. Editing the Login Info here will change the default account of your new profiles to the
newly edited one.

Lagin Info

Thiz iz the main lagin information that will zerve
az the defaults far the ather login profiles.

Server v, afteraffice. cam £
Login zingietafteroffice. com
Paszsword i | Save pazsword
| 55L login
| Cancel | | Ok |

Figure 50. The Login Info Window

Alternately, you can select your target profile and click on the [Browse] button of the Remote
Folder to launch the “Browse Remote Storage” window in Figure 52.

STORAGE Tue 2-Mow-2010 3:12:09 Phd
SYNC
Settings Lags

Mutact Local Faolder
eztorage D:/aftercffice | Browsze
demal.ha.my Femate Falder gjng [afteroffice. com)
test A :
A0 Sales Kit s /Privateddocs

Figure 51. Click on [Browse] of the Remote Folder

Next, click on the People Symbol circled in red in Figure 52 and launch the “Login Profile” window.
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Browse Remote Storage

@ @ gjhg [afteraffice. cogn) (ﬁ

Privatesdocs!

| »

accountd

AfterOffice Product Prezsentation.!
Analizal

AQ Services,

aziazpace.

A0 helpsd

avoszetupd

BHI/

‘Bruchuresf

Folder: 53 Files: 116
Storage Quota: 10GE
Usage: 7.1GE [70%) | Cancel | | 0Ok |
Free: 2.9GE [29%]

Figure 52. Click on the People Symbol Circled in Red to Launch the Login Profile

You can now edit and change the Login Account Info for this specific profile. This is catered for
users who have more than one domain or user account. For example, if you are the financial
control for ABC company (abc.com.my) and the subsidiary EFG company (efg.com.my), you
might want to set your default Login Account using “ vo.abc.com.my” for [Server] to backup and
share files among ABC, and edit some specific profiles’ Login Account with “vo.efg.com.my” for
[Server] to backup and shares files among EFG.

Lagin Profile
|1z thiz profile's login information below

Server vo.afteroffice. com £

Login gingi@afteraffice, com

Password | = Save password

55L Login

| Cancal | | ok |

Figure 53. Edit the Login Account Info for a Specific Profile
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3.5 Menu Bar

Menu bar has the following options:

o File
e Edit
e Help
3.5.1 File

Under File you can find: Export, Import, and Quit.
Export

Be sure [Automatically export to remote after settings changed] is checked so that every time
after you made any changes to any profile, the profile will be exported/backed up to Storage
Center of the default Login Account.

Export profiles to Remote

All wour profiles settings can be exported and saved at the
remate zerver. |t will appear az a archive file and can be used
to restore your profilez using the lmport function az part of data
[ECOVEN) DIOCEIE.

Remate file to gtore the profiles

APrivates_storagesvnc_profiles. ¥z

| Automatically export bo remote after zettings changed

| E wport Mo | Cancel | | Ok

Last exparted on: Unknown

Figure 54. Export profiles to Remote (Storage Center)

Import

This function is required when you are trying to restore the profiles from Storage Center to a newly
installed StorageSync. These restored profiles will then be used to restore all the data back to the
original folder paths.
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Import profiles from Remote

Remate file to restare fram

/Privated_storagesync_prafiles. 7z

WARMIMG: Thiz action will replace ALL existing run profiles
with a previouzly exported set of rn profiles.

[Cancel | | Dk

Figure 55. Import Profiles from Remote (Storage Center)

Quit

To close and exit the program.

3.5.2 Edit

[Login Info] is here. For more details, please refer to chapter 3.4 “How To Login or Change My
Login Account? “.

3.5.3 Help

Help consists of Help, Video Tutorial, Check for Update, and About.
Help => Embedded user guide for StorageSync in HTML.

Video Tutorial => Show you simple steps on backing up in animation.
Check for Update => Check for the latest version of StorageSync.

About => StorageSync Version and Ownership.
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3.6 Create Profiles to Backup/Restore/Synchronize

3.6.1 Whatis a Profile?

A Profile can represent a backup, restoration, or synchronization setting. In any setting, a profile
consists of a local folder (i.e. a folder in your computer) and a remote folder (i.e. a folder in the
Storage Center), the Direction setting (backup, restore, or synchronize), and other optional
settings such as scheduling, files selection, security, etc.To create a Profile, click on the [New]
button under the ‘Profiles’ section. Enter the name of your profile and click [OK]. The new Profile
should appear the left column of StorageSync as in Figure 56.

STORAGE
@ SYNC

AfterQOffice .
Mutact

estorage

demol. ho.my

A0 Salez Kit
Training

5M databaze

MOC

MOC2

Fhotos and Images
glocomp

Futuresz Trading
Perzonal

marketing

Prafiles:

| I e | | Delete |

|Hename| | Clane |

Figure 56. Profiles

Mutact
eztorage
demal.ho.my
A0 Sales Kit
Training

3.6.2 Select the Local Folder

The [Local Folder] field specifies the path to a folder in your computer. It could be the
source of files to be backed up to server or the destination for files from the server. The
direction setting will determine this as in Figure 57.

3.6.3 Select the Remote Folder

The [Remote folder] field specifies the path to a folder on the server (Storage Center). It
could be the destination folder for the files from your computer, or the source of files to
be downloaded to your computer. Again the direction setting will determine this.

3.6.4 Select the Direction Setting (Backup, Restore, and Synchronize)

The icon immediately to the left of the Local Folder and Remote Folder fields shows the
selected direction setting. The computer image represents your computer and the globe
represents the remote server (Storage Center). A green arrow in between shows the
direction of the copy, either from local-to-remote folder or remote-to-local folder. A third
case of two green arrows appearing, means bi-directional transfer. This is sometimes
termed as "synchronization". In this case, newer files will be transferred and they may be
sourced from your local computer or from the remote server, depending on their
timestamp. So, in such a run, it is possible there may be file transfer in both directions.
See Figure 58 for the 3 types of direction setting. Change the setting by clicking on the

icon.

Settingz Logs

Local Folder

D: fafteroffice Browse
Remaote Falder zjng [afteraffice. com)

/Private/docs  Browse

Figure 57. Local/Remote Folders and Direction Setting
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Local-to-Remote Remote-to-Local Bi-directional
(Backup) (Restore) (Synchronize)

Figure 58. Direction Setting: Backup, Restore, Synchronize

3.7 Schedule Your Off-site Backup

Once you have created the Profile and selected the Local Folder as well as the Remote Folder
with the desired Direction Setting (Local-to-Remote in this case for Off-site Backup), you can then
schedule your backup by checking [Active], selecting [Daily/Weekly/Monthly], and starting at your
desired time as shown in Figure 59. Remember to save your setting by pressing the [Save]
button. Once it is saved, the [Save] button will be grayed out as below.

-

4% Storage Sync1.90.7 [= | = |[ == |
Fle Edit Help

STORAGE Fri B-Mow-201012:42:17 PM
SYNC

Mutact
estorage
demol . ho.my
A Sales kit
Training

S databaze

Settingz

Laocal Falder

D Aafteraffice

Remate Falder gjng [afteroffice. com)

/Private/docs
NOC Schedule Optiohs
MOC2

Photos and Images 7] Adtive Start at |07 /00 &M

glocomp
Futurez Trading
Personal

mark.eting
EE — Everpday at the time zpecified above

m

W anmard
Fl F

Profiles

[ Mew ] [ Delete]

[Hename] [ Clone ]

I\/anguard" will run om Fri B-Mo-2070 17:00:00 P

Figure 59. Schedule the Backup. Remember to [Save] the Setting.
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3.8 Manually Run A Backup

To manually run a backup at anytime, just click the [Run] button as in Figure 59. A “Pre-Run”
window will launch. Click the [Auto Proceed] button if you do not have to see what the items will
be backed up.

Pre-Run

Local Folder | D:/afteroffice
zjng [afteroffice. com)
Remote Folder /Private/docs

Folders: 3 Files: 171 Size: 139.6MB Size to transfer: .4MB Action ltems: 2
Inspecting... 440 Services | Cancel || Auto Proceed |

Figure 60. The “Pre-Run” after a Profile is being run

If you did not click on the [Auto Proceed] button, you would see the body of the window populated
by the whole list of items. Those files and folders that required to backup will be noted with “Copy”
under the “Action” column.

Pre-Run

Local Folder | D:/aftercfficessales/Kit
gjhg [afteraffice. com]
Remote Folder /Company SharesSales/kit

[Item name] [Drate] [Size] [Action] [Rerm =
! E
Diarnain for different countries. itf 18-Mow-09 8:30 4703 18-Mc
Sales Approach for e-Commerce. doc 11-Jan-1017:49 48128 11-Ja
Sales Approach for Starage Center Serd 4-Jan-1017:14 3744 4-lan
Sales Approach forWeb and Email Haos| 6-Jan-10 16:00 27136 B-lan
Sales Approach for Web Design.doc 18-Jan-1016:26 49152 18-Ja
Salez Executive Handbook. doc 21-Aug-0917:49 27643 21-A0
Salez Training. doc 22-Mar-10 0:57 h3248 22-M:

Tzt bat B-Mow-1010:51 1] Copp-»

trnet-ztoragesync-1.90.0b.exe B-Jan-100:43 330490 a-lan

YWeb Services Companzon.xls 16-Mar-10 10:29 42496 16-M: _
4 Tir F

Folders: 25 Files: 280 Size: BEME Size to tranzfer: QKB Action [bems: 1
Ready | Caticel || Froceed |

Figure 61. The Body Populated by Items already backed up and to be backed up
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To proceed with the backup, press the [Proceed] button and the following window will be
launched.

Transfer Progress

[tem 1 of 1

AT est bt

File copy progress Elapzed Time
0 zec

Transfered OKB of OKE [100%) Est. Remaining

Overall progress Elapszed Time
0 zec

Tranafered OKB of OKE [100%) Est. Remaining

[ Cancel ] [ kinimize J

Figure 62. Transfer Progress

Once completed, information similar to the following Figure will be displayed. [Close] the window.

Transfer Progress

Time taken: 13 :zec
Files transfered: 1
Subfolders created: 0
Files deleted: 00
Run result:  ALL Transfer 0K, Mo Vi Detected

Check log for details.

Cloze

Figure 63. Transfer Completed
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3.9 Backup/Restoration/Synchronization Log

To check if everything is fine after a “Run” for backup, restoration, or synchronization, just click on
the “Logs” tab, you will find similar report as below figure.

(o] & |wESs)

File  Edit Help

% Storage Sync1.90.7

SYNC

Settings | Logs

AfterOffice 5
Mutact StorageSync version: 1.90.7 2
estorage Time Started: Saturday, Movember B, 20010 1:22 P
demol ho.my Profile: AD Sales it
] Run Type: bManually invoked
- Local Folder: D:/afteroffice/zales/Fit

Training Remote Folder: /Compary Share/S ales/kit
S databaze Remote Login: sjhgi@afteroffice. com [vo. afteroffice. com)
MNOC E
WOC2 Copy ta remate file /Test bt OF
Phates and Images Time taken: 19 sec [OKB/s]
glocomp Size ransfered:  OKE
Futurez Trading Items transfered: 1
=] | Subfolders created: 0

EriDT.a Iterns deleted: 0
;nBar Eting Fun result: ALL Transfer OF, Mo iz Detected

Wanmard
F ,

Profilez |

[ Mew | | Delete |

| Copy ta clipboard |

|Hename| | Clare |

“Wanguarnd' will run on Sat B-Mow-2001011:00:00 P

Figure 64. Backup/Restoration/Synchronization Log

3.10 Files and Folders Selection

As mentioned earlier in 3.6.1 “What is a Profile?”, a profile also records the setting of files and
folders selection. Click on the “Setting” tab to find the following figure.

Here you select what files (or folders) you wish to transfer.

By checking [Copy all], this means to simply select ALL files in the source folder to be copied. Checking [Include
subfolders] makes the selection span all files in subfolder, and their subfolders, etc. This has the effect of selecting
an entire folder and all its content.

[Copy empty folder] optionally tells the program whether to copy empty subfolder or not. If unchecked, empty
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subfolders in the source will not be duplicated in the destination.

[Copy newer files only] means to effect transfer of files that have later timestamps compared to same named files
on the destination. This is useful to just copy files that have been updated in the source folder, after an earlier run
has taken place. In other words, this means that only older copies in the destination will be replaced with updated
ones from source. Those that do not appear to be older are not replaced, saving run time.

Files that are in the source but not in the destination are normally copied over if they are not excluded by other
filtering rules. In the case of files that are in the destination but not in the source, they are normally left untouched.
Sometimes you may want the destination to "mirror" the source folder exactly. For example, after you delete a file
in the source folder, you may want the obsolete copy in the destination to be deleted too. The
[Delete in destination if not in source] option allows you to do this. (But note that this option is
not applicable in case where the copy-direction is bi-directional.)

Be very careful with this option as any accidental deletion of the source file that you need might
result on the removal of the backup file in Storage Center.

Settings Lags |

Local Falder
O fafterofficessales kit | Browse
Femate Falder ging [afteraffice. com)

fCompary SharedSalesskit | Browse

Selection | Scheduls I Optiokis |

Files | Folders

Include Copy al

Ineiude subfolders
Copy empty subfolders
Exclude Copy newer files anly

[] Delete in destination if not in souce

Figure 65. Files and Folders Selection

File Include/Exclude
The File Include field is used to list filenames that you only wish to select for transfer.

The [Copy all] option and File Include field are mutually exclusive, meaning when [Copy all] is selected, this field is
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not applicable anymore.

The File Exclude field is used to list filenames that you wish to exclude from whatever that may be included before,
from the File Include field or as a result of [Copy all] option.

Complete filenames are not normally used in the file include/exclude fields. These fields accept "patterns” that
matches up to multiple filenames. For example, *.doc would match all filenames ending with ".doc" --- matching files

like "mydocument.doc”, "report.doc”, "resume.doc".

The patterns use the following characters to represent wildcards.

Wildcard pattern |What it means

* means to match anything number of characters.

? means to match any one character.

xy] means to match character "x" or "y" only, where "x" and "y" and be any
character.

Examples:

Example pattern What it means

* matches all names!

* matches only filenames that has a dot in it.

* XI[st] matches filenames that end with .xls or .xlt

a* matches filenames that begin with "a" or "A", matching is case insensitive.

* 27 matches filenames that end with two-letter extension.

myfile.mp3 matches exactly one file named myfile.mp3

Multiple patterns can be specified to include more matches. Use a comma to separate each pattern.

Examples:
Example pattern What it means
*.com, *.exe, *.bin means to match files ending with .com, .exe or .bin

Folder Include/Exclude

The Folder Include and Folder Exclude fields works very much like the File Include/Exclude fields but it applies only
to folder names. Thus you can selectively include/exclude particular folder by their names.
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3.11 Options Setting Tab

The Options Tab lists the remaining settings controlling the behavior of the profile run. This
section describes each of the optional setting. Most of the recommended settings are selected by
default.

Selection S cheduls Optionz

S5L file transfers Encrupt & compress remate files [F.enc]
| Werify after transfer Paszword
Fepeat it

| Send log report by e-mail
| Only after a zcheduled run

Ilze alternative E-mail address: J| Anti-vinug scan

| Enable resumption of transfers [*.part]

Do not abort even if many errors I Use delta-trarter, if possible

| Fun |

Figure 66. StorageSync Options Tab

3.11.1 [SSL file transfers] tells the program to employ Secure Socket Layer when transferring file content. Slight
speed degradation to overall transmission speed is expected when SSL Transfer is enabled. Enable or
disable SSL transfers, depending on the sensitivity of your data.

3.11.2 [Verify after transfers] tells the program to verify that the resultant file transferred is identical to the
original source file. Simple file-size comparison is done first and then followed by a full MD5 checksum
verification. Generally a few extra seconds will be needed at the end of a file transfer for verification. Very
large files may take longer. It is recommended that this option is enabled to ensure data integrity.

3.11.3 [Send log report by e-mail] will send an e-mail containing the report on the result of a profile run. [Only
after a scheduled run] further qualifies the above setting to send a report only after an automatically
invoked scheduled run. [Use alternative E-mail address] allows the report to be sent to others especially
for those who are sharing files and folder. For multiple email addresses, separate the email addresses with
commas in between.

3.11.4 [Do not abort even if many errors] tells the program to continue execution even many errors occur.

3.11.5 [Encrypt and compress remote files] tells the program to encrypt and compress a copy of local file before
copying this encrypted file to the server. The filename on the server has an extension ".enc" added at the
end, to indicate that it is an encrypted file.
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When encrypted files are copied back down from the server to your computer, it will automatically
be decrypted and its original filename is restored. However, in the case of disaster recovery, you will
need to enter the password twice again in the newly installed StorageSync before running the

restoration. Remembering the password is your responsibility if you choose to use this security
feature.

The password for encryption (and decryption) is entered in the two fields, [Password] and [Repeat it]. The
requirement to repeat the password is to help ensure that you are able to recall the password later. The password
can be optionally saved to disk and recalled automatically when the associated profile run is loaded.

3.11.6 [Anti-Virus scan] enables the scanning of all files that are transferred for possible virus infection. This is
done with the copy of the file on remote server using the anti-virus facility there. Files that are infected will be
flagged as error during transfer. No file will be deleted. Please take appropriate steps to delete or contain the
infected files to prevent their use. This feature is by no means a replacement for your computer’s Anti-virus
software, but a security measure on the Storage Center to prevent virus files from spreading among all sharing
them.

3.11.7 [Enable resumption of transfers] means the ability to resume a broken or interrupted
transmission. The partially transmitted portion of a file resides on the destination as a filename with
extension ".part". Only the remaining unsent portion of a file is transmitted when the profile is run

again. This feature saves time and bandwidth since the file content is not transmitted from the
beginning again. This option is enabled by default.

3.11.8 [Use delta-transfer if possible] enables or disables a feature called "delta-transfer". This is another time and
bandwidth saving feature especially for cases when there are large files being transmitted regularly, but each update
contain only small amount of changes (delta) within the file. Delta-transfer analyzes the earlier transmitted copy of
a file in the destination and determines the parts that differ from the updated copy in the source. Then only the
differing parts (delta) from the source file is transmitted, while the remaining parts are constructed from the old file
that is already in the destination. A little extra processing time is needed to analyze the source and destination files
to determine their differences. This time is usually well spent because the time to transmit just the differences is
much shorter than it would take to transmit the whole file again from start.
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3.12 How Do | Restore My Data?

You will first need to install StorageSync on your new computer or system, and setup the Login
Account. Follow steps from the beginning of Chapter 3 until you reach Figure 48 or the following
figure.

- Storage |
File Edit Help

STORAGE
4@ SYNC

Settings Logs il

Local Folder

|
Remote Folder sschan [afteroffice.com)
|

. There appear to be no profiles set up,
1 Do you wish to restore from the remote server?

Lo [LoYes ]

L \ ] Include sublolders :
[] Copy empty subfolders
Exclude

[[] Copy newer files only

[] Delete in destination if not in source

Profiles

| N_eﬂ_ | | Delete |

| Rename | | Clone |

Fi12Fsb2010 600004

Figure 67. Click [Yes] to Restore all your StorageSync Profiles from Storage Center

3.12.1 Restore Profiles

At the prompt as in Figure 67, click [Yes] to restore Profiles from Storage Center (the remote
server).

Impaort profiles from Remote

Remate file ta restare fram

/Privates_storagesvnc_profiles. 7z

WARMIMG: Thiz action will replace ALL exizting run profiles
with a previouzly exported set of run profiles.

Cancel ] [ Ok
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Figure 68. Click [OK] to restore the Profiles

Then proceed by clicking [Yes].

Warning

Are you sure you want to proceed?

[ Mo ] [ Yes

Figure 69. Click [Yes] to proceed

Once profiles successfully restored or imported, click [Close this Program] and start StorageSync
again.

£ Storage Sync1.90.7 | = | = | &3 |

File  Edi Help

STORAGE

SYNC

Settingz
Local Folder
B
Import profiles from Remote
Request
You must restart StorageSync before continuing.
Close this Program
Successful -- You zhould restart Storage5Sync now. ors
. T COpF TTEET T [y
1 F [7] Delete in destination if not in zource
Profilez
[ e ] [ Delete ]
-Save

[ Fename ] [ Clone ] Fun

Figure 70. Successful Profiles Import. Restart StorageSync.

Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved. 55



User Guide: AfterOffice Storage Center ﬂfterm

Once StorageSync is up again, you will find all your profiles are back to the Profiles Window at the
left column just like the following figure.

%% Storage Sync1.90.7 = o e

File  Edi Help

SYNC

Mutact
estarage
deral.ho.my
A0 Sales Kit

Settings

Local Faolder

D A afteraffice

Remate Faolder gjng [afteroffice. com)
Training

/Private/docs
amlife

5M database Selection | S chedule | Options |
NaC

MOC2 Files Feolders

Photog and Images
[hiciude
glocomp Copy all

Futurez Trading Include subfolders

Personal Copy emnphy zubfolders

;n:rketlng Erclude Copy newer files only

Fl b [] Delete in destination i not in source

m

Prafilez

[ Mew ] [ Delete]

[Hename] [ Clone ]

I\Janguard" will run o Sat B-Mow-201017:00:00 P

Figure 71. All Profiles Restored at the Left Column

3.12.2 Set the Profile to Restore Mode

Now, for each specific backup profile that you want to restore, you must change the Direction
Setting from Local-to-Remote (Backup/Upload) to Remote-to-Local (Restore/Download).

Local-to-Remote Remote-to-Local

Figure 72. Change Direction Setting from Backup to Restore
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For profiles that are originally and already in Bi-Directional Setting (Synchronization), just [Run]
will restore all files and folders of that profile.

3.12.3 Start the Restore Process

Now press the [Run] button to start the restoration.

3.12.4 Change Direction Setting back to Backup Mode

Once the restoration of the files and folders is completed, you must remember to change the
Direction Setting back to Local-to-Remote (Backup Mode) so that your data will be continued
getting backed up off-site and protected.

3.13 Video Tutorial for Backup with StorageSync

Go to http://www.afteroffice.com/download to look for the following link:

Storage Sync Tutorial

Figure 73. Video Tutorial for StorageSync
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Chapter 4: Files and Folders Sharing with
StorageSync

4.1 Share Files and Folders From One To Many, Many To One, and One To One

4.1.1 One To Many: To share folders and files with a group of company members where you
would update the content of the files and folders, and most would just download and view.

This is applicable to the following scenarios:

1) A Sales Manager who constantly updates the sales kits with latest pricing and promotional
flyers and brochures, and the Sales Team which requires them on the daily basis.

2) The Headquarter which needs to share most updated documents with the multiple
branches over the country or the globe.

3) The Principal which needs to update on the distributors or resellers on the latest products
information and pricing, as well as the promotions.

4.1.1.1 One: Direction Setting at Local-to-Remote (Backup/Upload)

STORAGE tan 8-Mov-20010 2:27:29 P
SYNC
Settings Logs
AfterOffice y
MHutact Local Falder
estorage D Aafterofficess ales kit | Browse |
E derno . ho.rny ¥ Femote Folder sihg [afteroffice. com)
: o ACompany Share/S ales kit |w|
Sk databaze )
WOC E Selection | Schedule | Options
MOC2
Photos and Images 7| Active | D aily - | Startat |01 00 A
glocarp —
Futures Trading

Figure 74. Make Sure the Direction Setting, for the ‘One’ individual, is Local-to-Remote
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In this case, the Sales Manager (One) will only need to update any files and folders under his
computer D:/afteroffice/sales/Kit. The Remote Folder will be updated daily as scheduled, and any
updates will be available for the Sales Team (Many).

4.1.1.2 Many: Direction Setting at Remote-to-Local (Restore/Download)

All the Sales Team (Many) need to do is to make sure the Direction Setting is correctly configured
like the below figure. Their Local Folders will be updated as scheduled every morning at 8am.

STGRAGE Ml:lrl E'NDV'zl:I-I I:I 23823 PM
SYNC
Settings Logs

AfterOffice 5
Mutact Local Folder
estorage D:/afteraffice/sales/Kit | Browse |
demal. ho.my Friemnote Folder sing [afteraffice. com)
Trairing ACampany Share/S ales kit |w|
Sh databaze )
WOC 3 Selection Schedule Optiors
MOC2
Phaotos and Images 7| Active | Diaily - | Startat (0800 |AM
glocomp —
Futures Trading

Figure 74. Make Sure the Direction Setting, for the ‘Many’ individuals, is Remote-to-Local

4.1.1.3 Email Notification

By default under the Options Tab, you will be getting an email notification of the Logs after every
scheduled run. However, if you like to get the email notification after all runs (manual or
scheduled), just uncheck [Only after a scheduled runl].

Selection | Schedule | Options

S5L file transfers Encrept & compress remate files [F.enc]
| ety after transfer Paszsword
| Send log report by e-mail Repeat it
Only after a zcheduled win
| Uze alternative E-mail addrezs: | Anti-wirug scan

dan{@abc. com, sunny(@efg.com,chlost | Enable rezumption of transfers [*.part]

Do not abort even if many erors /| Use deltatrarster, if possible

| Save | | Fun |

Figure 75. Email Notification at the Options Tab
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As long as [Send log report by e-mail] is selected, you will be getting an email notification at your
default email address.

[Use alternative E-mail address:] when you would like to receive the Logs in an alternate email
address. Furthermore, if you would like to the rest of the team to know that something has been
updated, you can also have your whole team’s email addresses entered in the field. Separate the
email addresses with comma. Make sure you [Save] the changes of the settings.

4.1.2 Many To One: To be able to view updated files and folders from different groups. This is
applicable to the following scenarios:

1) A Business Owner / CEO / Manager who needs to read up reports from the Managers /
Sales Teams / Production, etc.

2) The Secretary / Personal Assistant who needs to compile reports from different sources
and submit to the CEO, etc.

4.1.2.1 One: Direction Setting at Remote-to-Local (Restore/Download)

A CEO might want to just receive and read the management reports from his management teams,
therefore the Direction Setting should be Remote-to-Local (Download).

Nutact A Setting: Logs
estorage Local Folder
demo 'h':"n_-"l" C:/Userz/ ) zer/Documents/M anagement Reports | Browse |
Al Sales Kit . . —
Trairing Femote Folder gng [afteroffice. com)
SM database | Browse |
HOC
NOC2Z Selection Schedule Opticrs
Phatoz and Images  |E
glacamp S5L file transfers Enciypt & compress remate files [F.enc)
Futures Trading | Werify after transfer Fassword
Perzonal .
marketing | Send log report by e-mail Fiepeat it
BB Only after a scheduled run
Y anguard IJze alternative E-mail address: 4| Anli-virug szan
. | N | Enable rezumption of transfers (5 part]
Froafiles Do ot abort even if mary erars o] Use deltatranster, if possible
[ Mew | | Delete |
[ Save | R
| Rename | | Clone | |Ll

Figure 76. CEO receiving Management Reports from the Management Teams
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’ The CEO should take note that the files and sub folders under the Local Folder (in
the figure above the Management Reports folder) will be constantly be updated or
replaced with the content by his management teams. Therefore if the CEO would
like to keep a copy of all the files and folders of today, to make sure the reports will
not be altered or changed by anybody, he or she would have to copy and paste the

Management Reports and rename it i.e. Management Reports 11-Nov-2010. Do NOT save the
new folder under the Management Reports folder.

4.1.2.2 Many: Direction Setting at Local-to-Remote (Backup/Upload)

In this example, the Sales Manager, representing the “Many”, has set the Direction to Local-to-
Remote (Upload) in order to upload and share his/her reports with the CEO or directors. Every
time after a scheduled or manual [Run], the CEO or directors will receive an email notification (the
Logs) informing which file has been updated, so the CEO or directors can choose to manual [Run]
the Management Reports Profile to get the update.

Once the CEQO’s [Run] is completed, he/she will be informed by email as to which file in his/her
local Management Reports folder has been modified or newly created.

T T T
Sedtti

Mutact - =Hngs Lags

estorage Local Folder

demo 'hD'n,-"I'I C:/lzerzdllzer/Documents/S ales Reportz | Browsze |
A Sales kit . . -
Training Remote Folder gjng [afteraffice. com)

SM databaze /Campany Sharetdanagement Repartz/Sales Reports | Browse |
HOC

NOC2 Selection Scheduls Options

Photos and Images  |E

glocomp S5L file kransfers Encrypt & compreszs remote files [*.enc)
:;utures 'll'ral:ling 7| Werify after transfer Fazsward

erzongl .
. R bk

marketing | Send log report by e-mail EpEa |

BB Only after a scheduled run

Yanguard | Usze alternative E-mail address: /| Anti-virus scan

| ceol@abe. com, directurs@abc.curr‘ | Enable resumption of transfers (7. part)
Frofiles Do not abart even if many emars V| Use deltaianster, if possible
[ Mew | | Celete |
| Save | =

| Rename | | Clane | | T

Figure 77. Sales Manager Sharing Sales Reports to the CEO or Directors
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4.1.2.3

Please refer to 4.1.1.3

Email Notification

Iolitoffice

4.1.3 One To One: To share files and folder with specific individual(s) via Storage Center’'s

Private Folder.

Before these individuals are able to share via the Private Folder, they will

need to setup the intended Network Share Folder, which is explained in Chapter 6.3. This
is applicable to the following scenarios:

1) The Secretary / Personal Assistant who submits to the CEO reports compiled from multiple

sources.

2) The CFO who needs to share financial reports with the CEO and COO.

STORAGE
4@ SYNC

eztorage Fy
dermal.homy

A0 Sales Kit
Training

Sk databaze

MOC

MOCZ

Photoz and Images
glacaomp

Fukures Trading
Perzonal

marketing

BB

Yanguard

kil anagement Fepart

m

4 ;

I Tue 9-Mow-20110 2:55:29 P

Settingz Lags

Laocal Falder

Remate Falder

/Private/Finance

| Selection | Schedule

[ S5L file transfers
Werify after transfer
Send log report by e-mail

[] Orly after a zcheduled run
Iz alternative E-mail address:

u:elj@al:u:.u:u:um, coo{@abe. com

Optione |

C:/Uzerz/ ) zer/Finance

#ina [afteraffice. com]

Browse
Browse

[] Enciypt & compress remaote files [*.enc)

FPazzword

Fepeat it

Anti-viniz scan

Enable rezumption of transfers (5. part]

Lze delta-transfer, if pozsible

Profiles [] D not abort even if manyg erors
[ Mew ] [ Delete ] -
5
[ Rename ] l Clane ] == i

Figure 78. One-To-One Individual Sharing with Private Folder in Storage Center
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Take the example of the CFO who needs to share financial reports with the CEO and COO. The
settings will be like the one in Figure 78, where the Direction Setting is Local-to-Remote (Upload),
and email addresses of the CEO and COO are entered into [Use alternate E-mail address].

4.1.3.2 The Other One(s): Direction Setting at Remote-to-Local (Restore/Backup)

Continue with the previous example, the CEO and COO will need to configure the Direction
Setting the other way around, to the Remote-to-Local, to be able to download reports generated
by the CFO. Also, the Remote Folder for the CEO and COO will be under the Network
Share/Finance or Network Share/[folder name given by the CFO]. Please refer to Chapter 6.3 for
more details on Network Share.

Settingz Lags

Local Folder

C:/Users/ ser/Finance | Browse |
Remate Falder gjng [afteraffice. com)

MMetwork, Share/Finance | Browse |

Selection | Schedule Optians

S5L file transfers Encrept & compress remate files [*.enc]
| Werify after transfer Paszword
Repeat it

| Send log report by e-mail
Only after a scheduled min
1z altemativee E-mal address /| Anli-vinz scan

| Enable resurmphion of transfers [*. part]

Do niot abort even if many errors /| Use delta-transter. if possible

| Save | | Fun |

Figure 79. Setting of the CEO and COO to Receive Files Updates via Network Share

4.1.3.3 One-To-One Synchronization

If the CFO has granted both READ and WRITE access to the CEO and COOQ, the sharing could

be both ways, and therefore the Direction Setting can be at Bi-Directional or Synchronization.

Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved. 63



User Guide: AfterOffice Storage Center
4.1.3.4 Email Notification

Please referto 4.1.1.3

4.2 Share Files and Folders Among All

Iolitoffice

If everybody needs to be able to read and write in a shared folder, then Bi-Directional or

Synchronization is the way to go.

4.2.1 Direction Setting at Bi-Directional (Synchronize)

Settings Logs

| Selection | Schedue | Options |

Local Folder

C: /U zers/ser/Documents M anagement Reports
Rermate Falder gjng [afteraffice. com)

Compary Share/Management Reports

[] 55L file transfers [] Enciypt & compress remaote files [* enc)
Werfy after transfer Fazswmord
Send log report by e-rail Fepeat it

[] Only after a scheduled rn
dze alternative E-mail address:

Lser] @abe. comuserA@abe, com user E nable rezumption of transfers [*.part)

[] Do rat abart even if many emars Use delta-transfer, if possible

Run

Figure 80. Sharing files and folders with Synchronization

4.2.2 Email Notification

Please refer to 4.1.1.3
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Chapter 5: Access Storage Center Via WebDAV

5.1 Understanding of WebDAV

You can use Microsoft Web Folders, Mac OS WebDAV or Linux KE
Korqurer browser to open your folders in the AfterOffice Storage B-] Company Share
Center, right from your desktop. Using a WebDAV client, you may EH:I Private

drag and drop a file or a folder from your local folder to your web
folder on AfterOffice Storage Center or vice versa. 5] Private HomePage

= 'iEer'l':E: WiehFalder
-] Company HomePage

..D - MO AAE
] TW Station

\ --{j Public Share J

5.2 Setup Web Folder on Windows Explorer

Create a Web Folder in Windows 98 or Windows NT

In Windows 98 or NT, right click on the 'My Computer' icon on the desktop and then left click on
‘Explore'.

Windows Explorer will open.

Locate "Web Folders' in the left directory listing.

Click on "Web Folders'.

Double click on the 'Add Web Folder' icon in the right directory listing.

Enter the location of the AfterOffice at this URL : http://vo.afteroffice.com:8085

Click 'Next' to continue.

A window asks for your user name and password. Enter your email address and password.

Check the 'Save this password' box for future use.

. Enter a name for this Webfolder like “AfterOffice Storage Center”.

. Click 'Finish'.

. A Web folder named “AfterOffice Storage Center” is now created and ready for use.
. To access it, double click on it.

. Please note: you create a shortcut of this folder on your desktop.

. All your documents are now accessible by double clicking, drag and drop.

Create a Web Folder in Windows 2000 - Me

1.

2.

~ow

In Windows 2000, right click on the ‘My Computer' icon on the desktop and then left click on
‘Explore'.

Windows Explorer will open.

Locate your 'Network Places' in the left directory listing.

Click on 'My Network Places' in the left directory listing.
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5. Double click on 'Add Network Place' in the right directory listing.

6. Double click on the 'Add Web Folder" icon in the right directory listing.

7. Enter the location of AfterOffice Storage Center at this URL: http://vo.afteroffice.com:8085

8. Click 'Next' to continue.

9. A window asks for your user name and password. Enter your email address and password.

10. Check the 'Save this password' box for future use.

11. Enter a name for this Webfolder like “AfterOffice Storage Center”.

12. Click 'Finish'. Your web folder is created.

13. To access it, locate ‘My Network Places' with Explorer and double click on it. Your folder
“AfterOffice Storage Center” is there.

14. Double click on “AfterOffice Storage Center” and provide your login and password.

15. Check the 'Save password' for more convenience.

16. All your documents are now accessible by double clicking, drag and drop.

Create a Web Folder in Windows XP

1. In Windows XP, click on 'Start' right-click on start and then select 'Explore'.

2. In the left pannel of the explorer, select 'My Network places'.

3. Inthe explorer's right panel, select 'Add network place'.

4. When prompted, 'Where do you want to create this Network Place?', choose 'Choose Another
Network Location' and click on 'Next'.

5. Inthe 'Add Network Place Wizard', follow the instructions to add a shortcut to AfterOffice at this
URL: http://vo.afteroffice.com:8085

6. When prompted for a user name and password, type in your email address and password.

7. Click'OK'.

8. Next, name your Network Place like “AfterOffice Storage Center”.

9. When you have successfully added the shortcut, an icon for your new shortcut will appear in the My

Network Places directory.
10. All your documents are now accessible by double clicking, drag and drop.
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- WEEN Edit  view Favorites  Toals Help
New »

| ) @ @ s B8

Edit with Notepad

= zomfloging
Save As... ‘

Page Setup,..
Print... Ctrl+pP
Print Preview, .,

Send - 5 CTIN.
Import and Export... L U
Properties

Wark Offline -
Close Gy =

UL ey

Staff Login )

}

Host: [afteroffice.com |
< l 3

v

Opens a document in this window,

Fig1

The following it is a step by step guide on setting up to use AfterOffice Storage Center as a Web Folder

(Under Microsoft XP). Use your browser to mount your Storage as Web Folder, open browser first (IE),
and select Open from the File Menu as shown in Fig 1.

A dialog box will appear as shown in Fig.2 after you have performed as instructed in Fig 1. Type the full
URL to the VO server, in this case:

http://vo.afteroffice.com:8085/

You can also use your own domain for this:

http://vo.yourDomain.tld:8085/

where yourDomain.tld is the real domain with AVO. Check the box for “Open as Web Folder” and click
OK.
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A

Open

\z,) Internet Explorer will open it for you.

Type the Intemet address of a document or folder. and ez T

Iolitoffice

Open: | http:f{vo.afteroffice.com:8085]

M|

Open as Web Folder

[ OK J[ Cancel ][ Browse... ]

WHAT are our Services?
4
WHO are We?

Mare Technical Info? ) Lmore info |
Staff Login
Partnership Info
4

FREE Trial

I

WEB HOSTINGEN

[statiogn
1

]

!lnsh_af_tleromce.com >l

® Internet

Fig. 2

After you have completed the above a dialog will appear as shown in Fig. 3. Type your full email address
in the "User name:" column. And proceed with your AVO password. Click OK when done.
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The WebDAV client will attempt to connect to the Storage server. The Storage directory will be shown as
follow:

!’_ hitp:/ivo afteroffice.com:B085/ - Microsofl Internet Exnlorer

A== Connect to vo.afteroffice.com
e Back - J 1‘,’5 '."&“;&\
: Address [@ http:/fvo, afteroffi v Go
WevDav Storage
User name: Iﬁ Lsername@afteroffice.com "I
Password: | sese I
Remember my password
[ ok | [ Cancel ]
@ Searching for items. .. Internet
Fig. 3

A shortcut to this Web Folder will be available in the "My Network Places”. You have successfully enabled
the Webdav client to connect to the Storage Server. You may double click on the shortcut to bring you to
your Storage Center on the web.

B3 http:ilvo.afteroffice.com:BOB5/ - Microsoft Internet Explorer IZH§|E]

File Edit View Favorites Tools Help 5,.
e Back ~ J J % LT_] |:_’l_‘] ;] Search || Folders  [T27]~
i Address 1@ http:fjvo.aftercffice.com:8085( Vl Go
@@ B G &
Other Places Company Comparny Private Private
g Wb Fiidsse HomePage Share HomePage
(£ My Documents [ : ]
My Metwork Places
g Public Share
Fig. 4
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Known limitations

> Opening a document by 'double-clicking'. If your PC/Mac operates using Office 2000 or later,
documents of the type Word (.doc), Excel (.xls), PowerPoint (.ppt) located on your virtual disk
can be opened by a double-click on the file. You can therefore modify and save them directly to
the server. If your files do not open automatically with a double click, you must save them to the
hard disk of your machine (using 'drag and drop') before you can open and modify them.
Similarly, you will need to copy them to your virtual disk after you have made any changes.

> Sharing documents within a group. If you place a document within a group, by accessing your
virtual disk, this document will not be automatically shared and accessible by all group
members. To make it accessible by any or all group members, you must login using the usual
web interface, and set the access/sharing rights. This problem will be corrected in a subsequent
version.

> Strange files with MacOS. With MacOS, uploading a file to the Webfolder creates a duplicate
file starting with '_'. We are working to resolve this problem.

Security - Encryption during transfer

> Disconnecting. The connection to you Webfolder is active only as long as you are connected to
the Internet and your computer is on. To close the connection manually, right click on 'My
computer' and choose 'Disconnect a network drive'. Select the network drive that corresponds
to your Webfolder and click 'OK".

» SSL. If you want all your communications with your web folder to be encrypted (SSL), you simply
need to create a web folder using the following standard procedure but using 'https' instead of
'http' (e.g. https://vo.afteroffice.com:8085 instead of http://vo.afteroffice.com:8085). Please
note: encrypted communication can take up to 2 times longer than non-encrypted
communication.

Access rights

> All access rights defined using the web interface are applicable to your virtual disk. In other
words, if you have not permitted one of the members of your groups to see a folder or
document, then the particular folder or document will not been seen by this member on the
virtual disk.

5.3 Video Tutorial for Access Via WebDAV

Go to afteroffice.com => Storage Center => WebDAV => [Tutorial on how to create a Web Folder]
or http://afteroffice.com/quide/webfolder/firstfile.swf
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Chapter 6: 3 Ways to Share Files with Storage
Center

6.1 Share via Company Share Folder

As mentioned earlier at the very beginning, the Company Share Folder is the common folder
where all the Storage Center users can access and share files and folders. However, the
Administrator (avomaster) is able to setup the access permission to allow certain groups of user to
open or view certain folders, enabling a more secure and control environment for collaboration.

6.1.1 Setup Folders with Group Access Rights

@) New Folder - Mozilla Firefox (=N EoH 55

http:/fvo.nutact.com/storage/bin/newfelder.cgi T:r' |

L

g

Create New Folder

In: [Company Share] /

New Folder: Marketing
Description: For Marketing Staff Only

| CREATE || CANCEL |

Access Control

A

List Folder Content [VImarketing [vipguest ¥voadmin [[ladmin [[user [l guest [(sales [|account [[lvoenq [[Imanagement 10
Delete Folder [Imarketing [ vipguest [¥|voadmin [~|admin [Juser [ guest ["Isales [|account [“|voenq [“Imanagement 1
Rename Folder [Cmarketing [“|vipguest ¥l voadmin []admin [Cuser [ guest [[1sales [[laccomnt [[Jvoenq [ management 1
See Folder (Visible) marketing [¥|vipguest [¥|voadmin [|admin [“|user [[| guest [|sales [Jaccomnt [|voenq [“|management 10
Create Subfolder [VImarketing [vipguest ¥voadmin [[ladmin [[user [l guest [sales [|account [[lvoenq [[Imanagement 1
Create Files in Folder [VImarketing [ |vipguest [V|voadmin [ |admin [ luser [ guest [“Isales [|account [|voenq [ Imanagement 10
Upload Files into Folder ¥ marketing [ vipguest [¥lvoadmin [[Jadmin [[luser [ guest [[sales [[laccount [[Jvoenq [Imanagement 10
Read Files in Folder [VImarketing [ |vipguest [¥|voadmin [|admin [Juser [ guest [|sales [|account [“|voenq [Imanagement 10
Write to Files in Folder ~ [¥Imarketing [“|vipguest [¥|voadmin [Jadmin [[user [ guest [C/sales [Claccount [lvoeng [l management 1
Delete Files in Folder [ marketing [ |vipguest [V|voadmin [“|admin [“user [ guest [ |sales [ |accomnt [ |voenq [ |management 1
Rename Files in Folder ~ [Imarketing [|vipguest [¥|voadmin [admin [Cuser [l guest [sales [[laccount [[lvoenq [l management 1
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Figure 90. Setting Up A New Folder for the Marketing Group

The example in Figure 90 shows how the Administrator (avomaster) creates a new folder for the
Marketing group of the company to share and collaborate. Only members of the Marketing group
will be able to perform the listed tasks, under the Access Control, on the Marketing folder, except
for a few critical tasks such as “Delete Folder”, “Rename Folder”, and “Delete Files in Folder”.

Folder Contents.
Disk Usage: (%% 401KE / 1000ME
= OEI Company Share /
# Name Date Size
0, |‘_| Accounts / 31-Miay-2009, 09:20am
0 |__| Guest Folder / 31-May-2000. 09:41am
o |‘_| Management / 15-Now-2009, 10:4%pm
Ci 1a Marketing / 10-Nov-2010, 01:3%pm

Select All Total items: 4 Size: ) bytes

Figure 91. The Marketing Folder Created under Company Share

6.1.2 The use of Lock and Unlock in Company Share

When sharing or collaborating on the same file, you and your team might want to take advantage
of the (Un)/Lock feature as it is one handy way to make sure that while you are making changes
on the file, nobody will be able to perform any update to the file that you have Locked. If other
users would like to update it, they will have to wait until you have unLocked the file. Then only
should the next user Lock and download the file for editing. For more details on how to use the
feature, refer to Chapter 2.3.8 “Lock and Unlock Files”.

6.2 DropFile and DropFolder using DropTo Function

This is feature can be applied to both Storage Center or external users. Instead of emailing with
file attachment, the email contains only links that allow the recipient to download the files intended
to share. Storage Center users have the added advantage of receiving the files in their Dropbox
and moving them to their desired folders.

6.2.1 Solution for Sending Huge File

Email is still the most popular Internet communication tool, however the problem starts arising
when you are attaching huge file to the emails. Most corporate mail servers set the maximum
incoming or outgoing email size at 10MB. Any size above that will be rejected.
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Some email users might not have huge mailbox or their mailboxes are so full that even a tiny
email with a 1MB attachment might get bounced. Also, to download a huge email with a malil
client (through POP or IMAP) can be rather annoying to the recipient as the recipient will have to
wait until the big email is downloaded before he/she can start receiving those probably even more
critical emails at the back. Worse is if the Internet has some intermittent disconnection, then the
recipient will have to go through the same agony of downloading the big email.

Hence DropFile and DropFolder present a solution for sending huge file. For more details on how
to perform a DropFile or DropFolder, refer to Chapter 2.3.9 “DropTo”.

6.2.2 Solution for Sending Encrypted Huge Files

If you would like to tighten the security of the file(s) being Dropped, you could first encrypt the file
with Storage Center Encryption tools (refer to Chapter 2.3.12), then perform the DropFile with
DropTo (refer to Chapter 2.3.9).

The password for the encryption/decryption can be sent via our WebSMS if you have subscribed
it. Otherwise, you could just do it via your mobile sms or over a phone call.

The email recipient of the DropFile will receive and download a file with a “.enc” extension. The
recipient will have to follow some easy steps below to decrypt your file.

To decrypt a .enc file from AfterOffice.com:

. Save the .enc file in your desired folder.

. Download GnuPG Software (Windows version) from http://afteroffice.com/download
. Install the software accordingly and run it.

. Click on 'Files' at the menu icons to launch the File Manager.

. Click on 'Open' to browse for your .enc file saved at your desired folder.

. Another window will pop up and the .enc file selected. Next click on 'Decrypt'.

. You will be prompted for the passphrase. Key in the passphrase.

0o N o b~ W0 DN -

. The original file will be saved under the same folder.

GnuPG is provided by http://www.gnupg.org/

6.2.3 Dropbox in Web Storage

Storage Center users will also get to receive DropFile(s) in the Dropbox besides receiving the
email. To see how you can retrieve your DropFile in your Dropbox, refer to Chapter 2.3.9.
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6.3 Network Share

Network Share allows you to share any folder under your Private Folder with specific individuals.
This is often used for sharing more confidential information between or among different
individuals. For example, the CEO and CFO might require a private space for sharing files and
reports while other staff of different departments need to collaborate on a campaign which require
the sharing the images and documents. Network Share works perfectly for both scenarios.

6.3.1 View the Private Sharing Folders

To see all the folders being shared to you by others, click on [Network Share]

Storage Center Folder Contents.
= My Storage
E-{gd Public Share [=| i Yl { Network Share /
D Company Share . .
D Company HomePage Name Date Size
= (7 Private o == Brochure Sample / 08-Apr-2008. 03:36pm
& i J5al P
B (] Private fomePace | [ @) [7] Camtasia Studio / 14-Jan-2009, 09:28pm
[-{_7] Metwork Share! )
e R —— i D 0 I—_I HlliDl][lg.-" 2,1._—‘5_1:.:.2,[#10: I}E_I.jpm
Gl Shared tems — Pri 04-Aug-2009, 11:53
rint out / Aug-2009, 11:35am
=i DropBox (1) N 0|_|
O i Jan Sales Materials / 19-Dec-2008, 05:00pm
Help ] ) _
[l @ [ Sales Materials_2009/ 19-Mar-2009, 05:03pm
[l i Yol Service Guide / 13-Apr-2007, 03:40am
[ i Yaal VO User Manual / 15-May-2008, 03:3%pm
elect ofal ifems: 178 wies
[] Select All Total i 3 Size: 0 by

Figure 92. Privately Shared Folders under the Network Share

To view who share the private folder to you, click on the Item Property © next to the shared
folder. The information of the shared folder will be displayed in the Item Property window. You
can find out who the owner is and what access rights have been granted to you as shown in
Figure 93.

Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved. 74



User Guide: AfterOffice Storage Center

Iolitoffice

Item Properties
(7]

Name: Brochure Sample

Type: Gl FOLDER

Modified: 08-Apr-2008, 05:36pm

Size: 32.8MB (34.379,589)

Location: MNetwork Share

Ovwmner: joe}r@aﬂemﬂce.com

Description: Some Other Company Brochure for Referenc

Shared folder from: joey(@afteroffice com

Access rights given: Read. Write

| Dismiss this shared folder |

Figure 93. Item Property of a Privately Shared Folder

To get an overall view of who is sharing what folder with you, click on [Shared Items] => [Items

from Others]

Storage Center

=] My Storage

{:| Public Share

D Company Share
|:| Company HomePage
|:| Private

D Private HomePage
D Network Share

f=] Shared tems
=; DropBox (1)

Help

= Shared Items

o Ttems from Me _

i |1. |Brochure Sample joey@afteroffice.com Yes Tes
i1 |2.|Camtasia Studio j eroffice.com Yes
O
i |3. HuiDong pojen@afteroffice.com Yes
5 out es eroffice.com es es
i |4. |Print ther@afteroffic Y T
.|8ales Materials s eroffice.com s s
{7 |3. |Sales Material ther@ afteroffi b b
.|Bales Materials esi eroffice.com es es
{17 |6. |Sales Materials_2009 ther@ afteroffic ki T
.|Bervice 2 ojet eroffice.com s
@ |7. |Service Guid poj ffi Y
{7 |8. | Tect Sharad Eolder {zccha: sschan@lookafter com Yes | Yes
i |9. VO User Manual bemard@ afteroffice.com Yes

Figure 94. Shared Items Showing All folders being shared to and from you
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6.3.2 Create Network Share Folders

To share a folder privately with other specific individuals, you will need to create a Network Share

Folder. First go to your Private Folder, and click on the Item Property © of the desired folder to
be shared privately.

Storage Center Folder Contents.
=| My Storage
[z Public Share Disk Usage: 71% IGE / 10GE

[-{] Company Share | © =/ Private /
{:' Company HomePage:

: ) 4 Name Date Size
{:l Private e
{:' Private HomePage (& i Il Ara house / 31-0¢ct-2010, 08:33pm
{:l Metwork Share [l 0 F_I Bip/ 04-Ang-2006, M:07pm
g Shared tems D 0 F_I China Mohile / 29-Ang-2006, 12:08am
=; DropBox (1) 1 0 F_l docs | 06-8ep-2010, 11:12am
Help [ © [ fat keong / 14-Tun-2007, 10:57pm

Figure 95. Click on the Item Property © of the Desired Folder to Share

Next, enter the email address of the specific individual on Storage Center into [Shared to], grant
[Read], [Write] access or both. Then click [Update Sharing]. This individual should be on the
same domain (i.e. afteroffice.com in the following example).

Item Properties
Name: Ara house

Type: = FOLDER

Modified: 31-Oct-2010, 08-55pm

Size: 53ME (5.581,072)

Location: [Private

Owner: sing(tafteroffice.com

Description: [ Update Description ]

@ shoujen@afteroffice.com| [C]  Arahouse
(i} [ Arahouse
[ Update Sharing ]

Figure 96. Enter the Email Address of the Specific Individual
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Once updated, your folder will look like the following figure.

EoEIIPrivatef
# MName

O i Y Ara house /

Figure 97. Privately Shared Folder

To view what private folder you have shared with who, click on [Shared items] and you will be
looking at [Items from Me] as in figure below.

=) Shared Items 7]
($] Ttems from Others

@ |1 |Private/Arahouse | shoujen@ateroffice.com

Figure 98. Private Folder Shared from You to Others

6.3.3 Receive/Reject Network Share Folders

Private folders shared to others will appear immediately under their Network Share Folder. The
receiver of a private shared folder will be informed via email too.

I Rephy I Rephy All I Fuwed || Auto vn Edit I Delete n Move to Ilnbm{ v-

Date:  Wed, 10 Mov 2010 23:31:32 +0800
Subject:  Mew Shared Folder =
From: sjng@afteroffice.com [ Add to Address Book | Block]
To:  shoujen@afteroffice.com

Please check your Storage for the availability of a new shared folder.

Mew Shared Folder: MNetwork SharefAra house
From: sing@afteroffice.com

Create flow (Click here to go to vour Storage Metwork Shared [JunkiGood/Help Desk] Delete

Show Images Alluw HTHL DAIIUW Scripting Alluw External Resourcez | Apply

Figure 99. Email Notification on New Network Share Folder
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If you are using AfterOffice Webmail, you will be able to go directly to the Network Share folder by
clicking on the link [Click here to go to your Storage Network Share].

To stop sharing the private folder to any specific individual for example in Figure 98, click on the
Trash Can [T and click [OK] on the confirmation below.

The page at http://vo.afteroffice.com says: @

Dismiss shared item number: 1
Are you sure you want to proceed?

| Ok || Cancel |

Figure 100. Click [OK] to Confirm

To reject a private folder being shared to you by other, click on the Trash Can as well then click
[OK] to reject.
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Chapter 7: Convenient Features for the Public

Storage Center has installed features that allow the public, such as your customers, business
associates, your vendors to share files with you, and vice versa.

7.1 Public Link for External Users to Download Files

Earlier we have mentioned about the Company Homepage folder as well as the Private
Homepage folder. All the files stored under both folders can be viewed by the public via a URL
link.

[Company Homepage] folder is only accessible to the Administrator (admin) of your company
(domain). The Administrator can build a company related homepage here. Link to this homepage
is:

http://vo.[yourdomain].com/storage/homepage/[yourdomain].com/index.html
or
http://vo.[yourdomain].vo.com.my/storage/homepage/[yourdomain].vo.com.my/index.html.

Alternately, a public link for a file or image can be generated by replacing ‘index.html’ with the file
name.

For example, if you have a file called icon_Living1.JPG under /Company
Homepage/property/CasaDesal, you just have to replace the “index.html” with
/property/CasaDesa will do, as shown in Figure 101 and 102.

Storage Center Folder Contents.

= My Storage

D Public Share

(=-{3 Company Share = i | I:_—Ia" Company HomePage / property / CasaDesa /
Ea Company HomePage N
=@ — o
D B2B I:l 0 W on_LImngl :

| E{] club2020 [ @ g icon_Living3.JPG

D ecat . -

|:| krizorder N ﬂ - - icon MB2.JPG

D manual [ i I icon MB3 JPG

- B news0ot O @ ¢ image_Living1 JPG

D property : —

 mgEEs ] i ) image_Living3 JPG

Figure 101. Get the Name of the File that you would like to publish
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@ icon_Livingl.JPG (JPEG Image, 180:135 pixels) - Mozilla Firefox

9 - c 72 w http:/ fvo.afteroffice.com/storage/homepage/afteroffice.com/property/CasaDesa/icon_Livingl JPG

ﬁ icon_LivinglJPG (JPEG Image, 18... x | [\ sjing@afteroffice.com - English -11... = | [\ AfterOffice Storage x

Figure 102. The Public URL Link for View or Download

[Private Homepage] folder is where the user can upload his/her private homepage. Although the
whole world can see your homepage, only you can manage and alter its content. Link to this
home page is:

http://vo.[yourdomain].com/storage/homepage/[yourdomain].com/~username/index.html
or

http://vo.[yourdomain].vo.com.my/storage/homepage/[yourdomain].vo.com.my/~username/index.h
tml.

Alternately, a public link for a file or image can be generated by replacing ‘index.html’ with the file
name.

7.2 Public Link for External Users to Upload Files

While you are able to send huge files easily with DropFile to your customers, business partners,
etc, are they able to do so with their current email system? Most email server will set a limitation
of how big a file can be attached to the email. If that is the case for your customers, then with
Storage Center you can create a Public Link for Upload, and send this URL link to your
customers, or have this URL link on your website. Your customers will be able to upload huge
files to your /Company Share/lIncoming/ folder or sub folders.

The following steps will guide you how to create a Public Link for Upload:

Step 1. Login with your avomaster account or the voadmin account. Normally, step 2 and 3 has
already been performed by default. If so, then just move on to Step 4.
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Step 2. Go to [Profile] -> [Admin Tasks] -> [Group] and create a new group named “guest”.

Step 3. Enable the “guest” group at [use as Group in UCAR” as shown in Figure below.

| /] Enabled (use as Group in UCAR)

Step 4. Go to [Profile] -> [Admin Tasks] -> [Account] and click [New]

Account List

Mew | | Show usage = Hide usage

Step 5. Enter the preferred username or “customerupload”. Check [Edit profile after account
created] then click the [Create] button.

Create new user at nutact.com

Please specify user preferred name: customerupload ([@nutact.com

Password: 5bfi2aalizi4s

Recommended Group: || Administrator (voadmin) V] General user (user)

(¥ Edit profile after account created

(This name will be used as user login name and email as well. Eg: username [@mutact.com)

Rules for name:

must not begins with: __

no spaces are allowed

characters allow: abedefghijkdmnopagrstnwayz1 234567890
at least 2 characters length, must not over 20 characters

not case sensitive

ko =

D

Step 6. Click on [# more] link to expand the groups.
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User Account Settings

Iolitoffice

Email

Full name
Alternate Email

Passwaord

Enable
Expire Date

Group

Level

Email Disk usage
Email Disk Limit

Storage Center disk space limit

SM3 Balance:

Step 7. Select [guest] so the user account belongs to a member of this group. Click [Update].

Group  [V]user

“laccount ¥ guest

Step 8. Now, go to [Storage] -> [Company Share] and create a new folder named “Incoming”.

NOT click on [CREATE] yet.

Create New Folder

In: [Company Share] /

customerupload@nutact.com

customerupload

(not shown)

VO Login (web) POP3 Access

MM/DDNYYY
Last access Today 2:33 PM ( ago) an create

user [ 9 more |
10
334K

500MB Mochange - MB
GBunit 0 = New @

10.00 MB Mo change - MB

New

0 Topup:

Update

“Imarketing ["Jvipguest ["]voenq
“ladmin [“Imanagement [ |sales

[“Ivoadmin

MNew Folder: Incoming

Diescription: |

CREATE || CANCEL
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Step 9. Check on the access control task for “guest” group accordingly as below. Now, you can
press the [CREATE]

Access Control

]| ]| | ]| | ]|
] | |

List Folder [“Imarketing [¥|vipguest [Vlvoadmin [|admin [VIuser ¥ guest [ 10

Content sales || account Dmenq_ Dmanagement

Delete Folder | marketing | |vipguest [V/voadmin [ |admin | luser ["|guest [ ]
sales | |accomnt | |voeng | |management

Rename Folder "I marketing [ |vipguest [Vvoadmin [|admin [“luser ["] guest [ ]
sales || account Dmenq_ Dmanagement

See Folder | marketing [V|vipguest [V|voadmin [ |admin [VIuser ["| guest [ 10

(Visible) sales | laccomnt | |voeng | |management

Create Subfolder "I marketing [“|vipguest [Vlvoadmin [|admin [“luser ¥l guest [ ]
sales || account Dmenq_ Dmaﬂagement

Create Files in I marketing | |vipguest [VIvoadmin [ |admin [VIuser [ | guest [ 10

Folder sales | laccomnt | |voeng | |management

Upload Files into [ |marketing [|vipguest [¥|voadmin [l admin ¥|user [¥ guest [ 0

Folder sales [|accomnt [“|voeng [/ management

Fead Files in | marketing [V|vipguest [V/voadmin [ |admin [VIuser [|guest [ 10

Folder sales | laccount | |voenqg | |management

Write to Files in =~ [ I marketing [|vipguest [¥|voadmin [l admin [“user [] guest "] ]

Folder sales [“laccomt [“|voeng [/ management

Delete Files in | marketing | |vipguest [V/voadmin [ |admin | luser ["|guest [ ]

Folder sales | |accomnt | |voeng | |management

Rename Filesin [ Imarketing [ |vipguest [¥|voadmin [l admin [“user [ guest [”] ]

Folder sales [|accomt [“|voeng [|management

Step 10. Now, go to [Profile] -> [Admin Task] -> [Public Access] to setup the access point like
below. Enter your preferred [Access name] or just follow below. [As user] has to be
“customerupload”, and choose “File Upload — Company Share/Incoming” as highlighted in the
figure. Click [New] and look for “Customer Upload” in the Access Name list.
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Public Access

Access name User Access point

New access point
Access name  Customer Upload
Az user  customerupload (customerupload) -

Access point ) Bookmark

@ File Uplnad—[:—.‘.nmpany Sharellncoming -

Options  [[] single session for all access
DRequire name

[ require email
New

Step 11. If you are using Firefox, right click on the Access Name [Customer Upload] and select
[Copy Link Location]. If you are using Internet Explorer, the equivalent function is called [Copy
Shortcut].

%7;‘ Admin

Public Access @ Help
Access name User Access point S N E A
1. Cust_omerUpIoad customerupload  http:/vo21.afteroffice.com/storage/bin/uploa... i}

Open Link in New Window

R e Open Link in New Tab

Acceg Bookmark This Link
Save Link As...

Send Link...

Copy Link Location !
Download Media Files » Elincoming ~
Download this with BitComet ’
(4 Download all links with BitComet

This Frame 4

Acce

@€

("I Require email

New
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With the link that you have just copied, you can save it in a text file and store it in your Storage
Center. Email to your customers or business associates when they need to send you huge files
but email has failed.

Alternately, you can also put the link up on your website where your customer and business
associates can easily click on and come to the upload page like below.

Upload File

To:  [Company Share]/Incoming/

If vou wish to upload more files in one go, click here FIEST.

File to Upload Description

L

Replace existing file.
Scan files for vimses

UPLOAD ] [ CANCEL
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Chapter 8: User Control Access Right (UCAR)

8.1 Understanding of UCAR

In order to make sure the data is protected from being accessible by everybody or to specific groups of
people, access rights control is necessary. In AfterOffice Storage Center, we have UCAR which stands for
User Control Access Rights. UCAR allows the Storage Center administrator to determine which group of
users can access the Storage Center application and the default folders as well as the sub folders. In
additional, the administrator can also determine which group of users can perform certain actions on each
folder.

Once you logon to your Virtual Office or Storage Center portal, you will see the following menu items.
Don’t get worry if you do not see all of them below. The important ones that you should at least have are
[Profile] and [Storage].

8.2 Create User Accounts for Storage Center

= 3 _®
Ty \/> \/

B e

When you click on the Profile menu item, it will lead you to the following screen. If you are the avomaster
or have the voadmin privilege, you should be able to access the ‘Admin Tasks’. If not, please refer to the
User Manual for VO AVOMaster 1.1.PDF file at AfterOffice Support Documentation or click on the
following link:

http://www.afteroffice.com/index.php?option=com content&view=article&id=36&Itemid=81 .

W Profile
( \“. G\ a2 m.-
G*E m > -;‘— //‘
&y’ - &
Password Appearance Theme Menu HTML Editor
- Fﬁ“ N
E/ ) e ~ ) (IE’I ’?
Disk status Anti-virus Security Log Admin Tasks
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Once you are have accessed ‘Admin Tasks’, the following step-by-step instructions will guide you through
the configuration of the Group Administration and UCAR settings for the Menu Items, Storage Default
Folders, and the Company Share Folder along with its sub folders. However, as the Administrator, it is
your responsibility to test out thoroughly on all the group access for all folders and sub folders that you
like to customize for a particular group of users. AfterOffice provides the two default groups, namely the
voadmin and user.

Step 1. Create All the Users

The default landing page is ‘Account’, which is where you will create all the user accounts.

UCAR av Admin
Accournt
honitor Account Usage @ Help
Group User Package: VO Disk Resources
kora) Quota: 999 Created:  NiA Email Disk space Storage Disk Space
yesing Created: 124 GBUNt 0GB Quota: 50,0068 [ Quota: 500068 [
Loge Balance: 875 Quota restriction:  Dynamic  Allocated: 6.856B [ ] Allocated: 8.2668 [ ]
Wenstats SMS Balance  220.4 Consumed: WA ] Share10068 [ ]
SMTP settings
FTP infa
el A0 Account List
Public Access
Global Junk control Mew | | Show usage » Hide usage
Junk expiry » | 234t | 1| ALL|-1-401126 - | Search
HumanTouch
Global Email Rules Full name Hame g::;?: Storage  Group Level Expire
Mail Footer
Meie Pt 1. 3Bmemher 38member 50.00 MB 0K  38group 10
2. aaron aaron 500MB  10.00MB  user, voadmin 10
3. abc abc 1.00GB 1000MB user 10
4. admen admen 1.00GB 10.00MB storageadmin, user 10
5. alan alan 5.00MB 10.00MB User 10
= 6. alex alex 500MB  10.00MB sales, salesteam, user 10

Clicking on the ‘New’ button will lead you to the following page. This is where you enter the username
and password of the individual user. As you can see, the two default groups, voadmin and user are
present. If you would like the user to become the Admin, check voadmin. For a general company
members, check only user.
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Create new user at lookafter.com

Please specify user preferred name: 17 73@lookafter.com
Password: |31e327208c0bd [ create

Recommended Group: [ Administrator (voadmin) [4] General user (user)

[CJEdit profile after account created
(This name will be used as user login name and email as well. Eg: username@lookafter. comm)

Rules for name:

. must not begins with: _.

. no spaces are allowed

. characters allow: abcdefghijklmnopgrstuvrwzyz1234567890-_.
. atleast 2 characters length, must not over 20 characters

. not case sensitive

Lh L) Do —

Note: If you are creating a user for external group, do NOT check on any of the recommended groups, as
that would allow the external users to access your company files. You will have to create a different group
for the external users.
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8.3 Create the UCAR Group

Step 2. Create All the Groups

Click on ‘Group’ under Admin Tasks on the left most column, you will be led to the following page.

Public Access
Global Junk control
Junk expiry
HumanTouch

Global Email Rules

Dalexu.bago (alexubago)
Oatlen (allen)
Dm (alson)
Dandrea (andrea)
Dandychiew (andychiew)
Dandylau (andylau)

{:’,g" A
o = Group: — :
UCAR
Accourt ﬁﬁﬂ M Enabled (use as Group in UCAR)
Monitor enquiry Member:
Group enguiryl
Portal etic_group [ 38member (38menber) [ kkgoh (kkgoh)
Meeting fe—gw;’;mlk o Uzaron (aaron) Oxklow (kklow)
Logo fz;nn:;min Oabe (abe) Oxuan (kuan)
Webstats Ol admen (admen) Oxum (lour)
SMTP settings Oalan (alan) Oiarry.gan (larry.gan)

< alex (alex iangtyan iangTyan Fui
FTP info —l (alex) D—l‘ {Ld T. Rut)

alexloy (alexloy) lirm (lir)
(] O

LAMP info e ==

M {lisun)

Dlogisticmember (logisticmenber)
Dlouiseyap (louiseyap)

Oisn (1sn)

manager (manager)

Dmaziah (raziah)

Wil Footer Dandvlim {andylirn) Dmeeijen (meeijen)
salesaa TR . .

Make Payment ioead M avomaster (avomaster) Owichelle (michelle)
s e Opzbrenber (bzbmenber) wslim (rwslim)
sms Dcasasc (casasc) Dnewnew (newnew)
storage [Meatherine {(catherine) Onoriiza (norliza)

storagel group
storageadmin

Dcheeheng (czheeheng)
e

D patrick (patrick)
[ ]

This is where you will create all the groups you need and where you will select the users who belong to
those groups. At the bottom of the Group column (second left column), you will find a field where you
enter the group name and a ‘Create’ button to create as shown in the following image.

wioadimin
wiotall
voul
webdesign

webdesignadmin
wehmaster
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Once you have created the group and selected all the members, make sure you
check the ‘Enabled’ button on top so that this group will show up on the following

steps that you will perform.
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8.4 Group Access Rights for the Storage Center Module

Step 3. Configure UCAR for Menu

Iolitoffice

Next click on ‘UCAR’ under Admin Tasks, then click ‘Menu’ under Modules, you will see the Menu Items as
displayed below on the right side. The ‘Storage’ row shows all the groups (checked) which can access the

Storage Center Application. So if you have a group that you want to be able to access Storage Center,
make sure you check it and save the configuration. The group user is by default selected for all Menu

[tems.
Adm s = UCAR @Help
UCAR - J38group Clhr [sales VI storage Csupport  Musa
Account s gFrofile Cecat Minfo [salesadmin Mstorageigroup Cteam_a  [Cwc
Monitar Cguest  Omarketing Clsalesteamn  [Cstorageadmin Ctestgroup T
S [O38group Chr Csales M storage Msupport  [Mus
Portal mpBulletin Cecat Minfo Msalesadmin Cstoragetgroup Cteam_a  Dve
Meeting Cguest  Omarketing Clsalesteamn [storageadmin Ctestgroup Tl
L C38group Chr Csales M storage Osupport  Mue
e agsMeeting Cecat Minfo Osalesadmin Cstoragedgroup Clteam_a  Cve
SMIE et Oguest  Omarketing Csalesteam [storageadmin Ctestgroup Tl
FTP inf
LAM:i:fO [J38group Chr [Jsales M storage Osupport Mus
- ETools Cecat Minfo Osalesadmin Clstorageigroup Oteam_a  [Cvc
Public Access . 2 e
Clguest  Omarketing Clsalestearn  [storageadmin  Ctestgroup Tw
Global Junk control
Junk expiry M38group Mhr Osales M storage Osupport  [Mus
R [Storage Cecat Minfo Msalesadmin Mstoragelgroup Mteam_a [Mvc
TS Mguest  Mmarketing [salesteamn [storageadmin  Mtestgroup [Clwn
Mail Footer [038group Ohr Csales Mstorage Osupport  Mus
Make Payment [ACalendar Cecat Minfo [salesadmin Clstorageigroup Clteam_a  [Clvc
Cguest  Omarketing Clsalesteamn  [storageadmin Ctestgroup Tl
M38group Mhr Csales M storage Osupport  Mus
@logout ecat info [Osalesadmin Mstorageigroup Mteam_a [vc
Mguest  Omarketing Csalesteam  [storageadmin  Mtestgroup Tl
M 38group Clhr [sales M storage support  Mus
3 @Heln Cecat Minfo Osalesadmin Clstoragetgroup Mteam_a  [Cve

As for external groups, you will need to provide them access to at least a few Menu Items such as

i
ii.

iii.
iv.

Storage
Logout
Help

Profile (if you want to allow the external user to change his/her password)
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8.5 Group Access Rights for the Default Folders

Step 4. Configure Group Access for Storage Default Folders

Now click on ‘Storage’ under Modules, and you will see all the Default Folders in Storage Center and which
group can access them.

| A

UCAR

UCAR @Help

s [J38group [lhr [sales [storage [Isupport &
Eeco ) AVCAR Setting Cecat Oinfo Csalesadmin Clstorage1group Cteam_a
Monitor fBgB}lialm Cguest  CImarketing [salesteam [storageadmin  [Ctestgrou
G Flesi
P':u':’ Menu O3sgroup Chr Csales Cstorage Osupport
il g;’é"“us Access Public Share Cecat info Osalesadmin Cstorage1group Cteamn_a
T:::“g Bt Mguest  Omarketing Csalesteam  [storageadmin  Mtestgrou
ebetete gg'l':r‘]'gar M 38group Mhr Osales Ostorage Osupport
S Catalag Access Company Share Cecat Oinfo [Osalesadmin Mstorageigroup Mteam_a
— ? Contact Cguest  Omarketing Clsalesteam [Cstorageadmin  Mtestgrou
S Contact2
LAMP info Database [O38group Ohr [sales Ostorage Osupport
R Flow Access Company HomePage  [Jecat Oinfo Osalesadmin Cstorage1group Cteam_a
ST ts—ai":ﬁc Oguest  Omarketing Osalesteam  [storageadmin  Ctestgrou
Junk expiry % M38group Olhr Osales Ostorage Osupport
HumanTouch Bralact Access Own Private Oecat Oinfo Osalesadmin Clstorage1group Cteam_a
Global Email Rules Project? Mguest  Omarketing Osalestean  [storageadmin  Ctestgrou
¥ Sales

Mail Footer SMS O38group Ohr Osales Cstorage Osupport
Make Payment Access Own Private HomePage  [Jecat Oinfo Osalesadmin Cstorage1group Cteam_a
Mguest  Omarketing Osalestearn [Dstorageadmin  Ctestgrou
O38group Ohr [sales [storage Osupport
Using Netshare Oecat Oinfo Osalesadmin Cstorage1group Cteam_a
Mguest  Omarketing Osalestearn [storageadmin  Ctestgrou

[;a Save Reset

For external groups, you will need to allow them to have access to the Company Share, so you can create a
folder there which the external groups can collaborate with your company groups.

Note: Company files should NOT be stored directly under the root of Company Share Folder as they will be
exposed to the external groups.
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Iolitoffice

8.6 Group Access Rights at the Company Share Folder

Step 5. Configure Group Actions for Company Share Folder (default folder)

The group actions are the actions the selected groups can perform at the Company Share Folder.

Storage Center

B My Storage

() Public Share
D Company HomePage
[-{L] Privete

[-{_) Private HomePage
[ Metwork Share

5 Shared tems
£ DropBox (0)

@Help

Folder Contents
Disk Usage: 10% Bl 101ME / 1GE
| i Yau! / Company Share /
* Name Date Size
O @ [ ForTestGroup / 05-Aug-2009, 11:15pm
(| © [ Incoming / 05-Aug-2009, 03:01pm
O © [ Marketing / 13-Mar-2007, 11:35pm
O @ [ Raylex/ 28-Jul-2008, 05:17pm
O @[ read/ 24.Tun-2009, 12:23pm
O i Yaa| sales / 10-Apr-2009, 10:29am
O @ [ Storagel Folder / 04-Nov-2009, 02:51 pm
O @ [ Team_A_Folder/ 06-Aug-2009, 12:28am
O @ [] Training / 25-Nov-2009, 12:00pm
22-Tun-2009, 04:03pm 1225KB

O (i P quo_wellnessslab_webmailpackage-april06.pdf

[Select &1

Total items: 10

Size: 125,433 bytes

Upload Delete Move Copy HNew Folder Rename Edit (Un)Lock DropTo Find Shortcut Encrypt Decrypt AVScan %

Click on the blue round icon with an ‘i’ in the middle, at the same row of /Company Share/, you will come
to the following page. As you can see, there are 8 tasks a group can perform. You will have to be very
careful which group can perform these tasks.

‘Update UCAR Setting’ is the most critical one which should be strictly controlled by voadmin only. The
selected group will be able to control which group can perform the tasks. The following example shows
you the flexibility of the system which allows you to appoint any other group to perform this task as well.
Therefore, be very careful with the group selection for this task.
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5.1 Actions and Access Control under Items Properties (Company Share Folder)

Item Properties
L)

Nanmie: Company Share

Type: & FOLDER

Modified: 25-Nov-2009, 11:5%am

Size: 81.1MB (85,064,249)

Location: !

Owner: [gystemn)

Description: I I[ Update Description ]

Access Control

1 ".;:'w . 1 LENng -
Mteam a [ storagelgroup Mtestgroup M storage Mhr [salesteam [Jsales [Jecat

gz;iztder 38group [workflowadmin [support [ storageadmin [info [Jsalesadmin [
voadmin Muser [marketing [ guest
Create Files in [(Jteam_a [storagelgroup [testgroup [ storage [Jhr [salesteam [Jsales [ecat
Folder [138group [workflowadmin [Jsupport []storageadmin [Jinfo [salesadmin []
voadmin [Yuser [Imarketing []guest
. Cteam_a [Jstoragelgroup [testgroup Mstorage [Ihr [salesteamn [Jsales [Jecat
Upload Files . : . ;
into Folder [J38group workflowadmin [ support [Jstorageadmin [info [Jsalesadmin [
voadmin Muser [Imarketing [ guest
Read Fies in [Jteam_a [storagelgroup [testgroup [storage Mhr [salestearn [sales [ecat
Folder [J38group workflowadmin [support [Jstorageadmin [Jinfo [Jsalesadmin [
voadmin [Yuser [Imarketing []guest
. . (Cteam_a [Jstoragelgroup [testgroup M storage [Thr [salesteam [Jsales [Jecat
TWrite to Files 3 ; ; 2
i Folder [J38group workflowadmin [Jsupport [Jstorageadmin [info [ salesadmin []
voadmin [Juser [Imarketing [ guest
Delete Files in [team_a [storagelgroup [testgroup [storage (Mhr [salesteam [sales [Jecat
Folder [138group [workflowadmin [Jsupport [Jstorageadmin [Jinfo []salesadmin [

voadmin [Juser [Imarketing []guest

(team_a [Jstoragelgroup testgroup M storage [Ihr [salesteam [Jsales [ecat
[138group Dworkflowadmin [Jsupport [Jstorageadmin [info [ salesadmin []
voadmin [Juser [Imarketing [ guest

Update UCAR

Rename Files
in Folder

ey —t Y =y —t jury
o o o
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Item Properties
Narme: ForTestGroup

Type: FOLDER

Modified: 05-4ug-2009, 11:15pm

Size: 130.6KB (133,763)

Location: {Company Share

Owner: sing@lookafter. com

Description: [ I [ Update Description J

Access Control

Tak  Gow  Tevl

[Jesoriona e | o | |
[team_a [Jstoragelgroup Mtestgroup M storage Mhr [salesteam [lsales [ecat [4138group
Oworkflowadmin [Jsupport [Jstorageadmin [info [ salesadmin [lvoadmin Muser [Imarketing
[ guest
[team_a [storagelgroup [testgroup [storage [lhr [salesteam [sales [lecat [138group
Delete Folder [workflowadmin [support [ storageadmin [info [Jsalesadmin [lvoadmin [Juser [Imarketing
Dguest
[team_a [storagelgroup [testgroup Mstorage [lhr [lsalesteam [sales [lecat [138group
Rename Folder [workflowadmin [Jsupport [Jstorageadmin [info [Jsalesadmin [Jvoadmin [luser [marketing |1
Dguest
[Oteam a [Jstoragelgroup Mtestgroup M storage hr [lsalesteam [sales [Jecat [¥38group

List Folder

Content

?\;:s;i; l)der Oworkflowadmin [ support [storageadmin [Jinfo [Jsalesadmin [Jvoadmin Muser [Imarketing
[ guest
Oteam_a [storagelgroup [testgroup M storage Mhr [Jsalesteam [sales [ecat []38group

Create ; : _ ; : :

Subfolder Oworkflowadmin [support [storageadmin [info [salesadmin [lvoadmin Muser [marketing

¥ guest

Create Fies in team a [storagelgroup [testgroup M storage [lhr [salesteam [sales [lecat [138group
Folder Oworkflowadmin [ support [Jstorageadmin [Jinfo [salesadmin [Jvoadmin Muser [Jmarketing
[ guest

[team_a [storagelgroup [testgroup M storage [Thr [lsalesteam [sales [Jecat []38group

Upload Fil

inﬁ)oljol deres Oworkflowadmin [Jsupport [ storageadmin [Cinfo [Jsalesadmin Clvoadmin Muser [Jmarketing
¥ guest

Read Files i [(Jteam a [storagelgroup [testaroup M storage Mhr [lsalesteam [sales [Jecat [138group

FZlader T Oworkflowadmin [support [ storageadmin [info [l salesadmin [lvoadmin Muser [marketing

O guest
[Jteam_a [storagelgroup [testgroup M storage [lhr [salesteam [Jsales [lecat [ 38group

Write to Files 1
et TS Mworkflowadmin Osupport [ storageadmin [linfo [salesadmin Clvoadmin Cluser [lmarketing

Fold
et [ guest
DeleteFilee i [Clteam_a [storagelgroup [testgroup [storage Mhr [salesteam [Jsales [lecat [138group
Folder Oworkflowadmin [Jsupport [storageadmin [info [salesadmin [voadmin [user [Jmarketing

[Jguest

[team_a [storagelgroup [testgroup M storage [lhr [salesteam [Jsales [lecat [138group
Oworkflowadmin [Jsupport [storageadmin [info [ salesadmin [Ivoadmin [Juser [Cmarketing
O guest

Rename Files in
Folder

Update UCAR
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Finally, at the sub folder level (all folders under Company Share), clicking on the blue round ‘i’ icon, you
will see the above screen. For sub folders’ properties, there are 12 tasks that can be performed by
selected groups. Once you have decided the tasks to be performed by the groups, make sure you test it
thoroughly before going live especially when involving external groups.
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Chapter 9: Optional Modules to Storage Center

9.1 Webmail

The professional webmail is highly integrated to the Storage Center. Email attachment can be
easily saved to the Storage Center. You will also be notified of any newly created Network Share
folder being shared to you, and there will be links that allow you one click to get to the particular
folder.

J. [\ sing@afteroffice.com - English - ... x | [\ AfterOffice Storage % | + |

A g S SNl

Hc;ine Email Profile Bulletin Meeting BizApp 5 Storage Calendar Project Contact Logout

e,

e [C'I?ez?([):]?ML] @ Help
E :Lba:x Total: 1-104/104
@ Draft
4 sent | ) CF subject Email Datew Size [
[ Trasn Delete) | ) + (info) info@lookafter.com Rolex For You 99% OFF! Rolex.com 2:33PM 37K

b ?;F‘:E:r Detete | e-Storage activated! (huat3803) = » e-Storage Team 233PM 04K

Configuration = ] * Sales Management - Sales Report: Ekowood International Berhad estherchan@afteroffice.com 226 FM 04K

IEF‘ Folders &} * @ RE: Online Storage: AfterOffice Storage Center =/ ICT Support IDMS 2:25PM 447K

Address [ # &  FW:Hrdware Price = Sia Soon Aun 224 PM 2834 K

2] Rules ] * Re: Fwd: [Sol] RE: Marketing with WebSMS = Esther Chan 210FPM 36K

z g:t'::l:zl O [+ & Re:ldev storane new UIBUG - Gigr's schedule & Pojen 207 PM 18K

Statistic =] + & [HR] JobStreet Year End and Xmas promotion = =ben@jobstreet.com= 2:06 PM 108 K

[#) Junk Setting [ E * THH : e-storage Ul 2.0 - IR B HiTHAIE < pojen@afterofice.com 1:52 PM 03K

Tools = | * Sales Management - Sales Report: | PRINT SOLUTION lily@afterofiice.com 127 PM 02K

B sus History ] + & [Sales] | PRINT SOLUTION>Brochure : WebSMS = lily 123PM 1634K

E ::t::::rk | + & [Sales] Pusat Computer RT>=Brochure : WebSMS = lily 119 PM 1633 K

\» ToDo List [ * Sales Management - Sales Report: Pusat Computer RT lily@afteroffice.com 118 PM 03K

[ Transit | E # {145 : Enhancement - coding sub tab under task detail iiH : PM enhanceme pojen@afteroffice.com 117 PM 1K

Queue | E + {145 : Enhancement - coding sub tab under task detail iiH : PM enhanceme pojen@afteroffice.com 115 PM 13K

=1 £ §O ICalacl HATEL €72 €NK BUNsBrachora - Wlah SIS O lilw 1:12 PM AR K T
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9.2 Bulk Email Marketing (BEM)

Home Email Bulletin Meeting BizApp Sales SMS3 Storage  Calendar Project  Contact
5\1 Bulk Email Marketing
@ Paste your contact list here @ Email Detail @
email full_name tel id From: service@afteroffice.com
senvice@afteroffice.com,Service & Support,603-1111,888
liangtyan@lookafter.com Mr Foo 7777888,889 To: "[full_name]" [email]

Subject: Email subject here

Text: (Sample)
Dear [full_name],

Flease be informed that your phone number is: [tel],
and Jogin 1D is [id], and your email is [email]

Regards,
Senice.

¥ HTML (optional)

© Upload CSV file
Attachment:

© Use CSV file in Storage

Field sep Attach from Storage

Auto - Seloct

BEM allows you to send hundreds of thousands of promotional emails or newsletters at one shot
without bringing down your email servers or getting suspended by your email service provider.

The BEM is integrated with Storage Center in such a way that BEM is able to allow you to select
the contact list file (in CSV format) from your Private or Company Share folder. Similarly,
marketing brochures or files can also be attached from your Private or Company Share folder.

A practically scenario is where the Sales Team can upload their contact list from their desktop or

Private Folder (or Company Share) while attaching the brochure, from /Company Share/Brochure,
which is prepared earlier by the Marketing Team.
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9.3 E-Catalog

A AT () T e e 2 B

Hu?ne Email Profile  Bulletin ~ Meeting  BizApp Sales Storage  Calendar  Project  Contact  Logout f‘

d

> eCatalogue

Cwaminex [l ot Category
Basic Setting . .
Settingsize
Field Setting
Edit Category
Edit Category
Edit tem ==
View Catalogue lcon Sort Order Category Name Products Subcategories Action
ohrdg 1 ool 0 1] Modify | Delete
Dma'gx%g"“"” 100 Domain Registration Service 2 0 Modify | Delete
Bank-in setting
Email Service 100 Email Service 0 o Modify | Delete
Storage Senvice 100 Storage Senvice 0 o Modify | Delete
100 PSP 0 1 Modify | Delete

Mew Category | Seftingsize

This is an electronic catalog display system that allows the
website owner to display and promote their services or goods on
the Internet. Visitors to the merchant's site can browse, search,
and make enquiries.

The owner can change or update the pricing, description,
information, display priority, pictures and so on of the product any
time, through a web based control panel. Besides immediate
updates on your website's product page, you will also save a
fortune having hire web designer or webmaster to perform
frequent updates.

The e-Catalog is required to run on top of the Storage Center, as all the images of the products
will be kept under the Company Homepage folder. StorageSync, in this case, will help you to
upload your images in one go to the Company Homepage folder once you have done organizing
the folders and product images according to your categories.
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9.4 WebSMS Marketing (Bulk SMS)

Companies and Individuals who wants to stay in touch with their staff and customers for regular
updates of information such as announcements, stock quotes, price alerts, news headlines,
exchange rates, product availability, sales & marketing campaigns promotional activities etc, can
easily do so whenever the users are connected to the net.

(&) SMS Box - Mozilla Firefox =R

fa) http://vo.afteroffice.com/cgi- bin/vo/SID308794450 ucivixbyem443.smsglue. |7

Send SMS i@ Help

Gateway  International Gateway -
Cuota: 85.0 (SMS Available: 85.0)

From: AfterOffice ALERT [Limit]
Country  Malaysia -
Phone: 37| Address Book

Message

160 characters allow or 70 characters allow for Unicode (Chinese
etc.) Celcom 019 allows 153 characters only, and 63 characters
for Unicode.

1EU Send Close Window
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9.5 Calendar Sharing with Email/SMS Reminder

Manage your private and group schedules efficiently and prioritize your work. Create and share
calendars with various project teams or departmental personnel. Coupled with the WebSMS, you
can step up your customer relationship management by periodically remind your customers of the
necessary maintenance to their benefits, events or appointments.

P

Home Email Profile Bulletin Meeting BizApp Sales Storage Calendar

CALENDAR @ Help: —
| Day | Week | Month | Year |
<< How >=
(s m]rjw]r]r]s] _ _
’ 2 5 4 5 g CALENDAR:: Add Event Create New | | Sharing | | Search Appoentments | | Setting |
7 8 & 10 11 12 13 Event Detail
14 46 16 17 18 19 20
= - Calendar 5Js Appointment -
21 2 23 24 25 26 ZF
23 29 30 Title (160 chars max.) |Meetingwiﬂ1Jason
Description =
Today is: Hov 15, 2010
Tomorrow's event
@ E Date Year 2010 - Month 11 - Day 17 -
Time Event i
Time 3 - :05 » PM «
None e
Duration {1 =2 0 =
(i
Help_tools: Show Busy
Reminders
@ Tutorial @ Help
Remind Minute « L4
By SMS -
Other Mail Address or
Mobile No. 012-389 1535
-

Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved. 100



User Guide: AfterOffice Storage Center ﬁfterm
Chapter 10: Freqguently Asked Questions

10.1 How to prevent someone in the same group from modifying a file while | am editing it?
Before you download or start editing the file, make sure you have Locked the file (refer to Chapter 2.3.8 on
how to Lock a file). That will ensure that nobody besides yourself can update that particular file as long as
you keep it Locked.

10.2 How secure is Storage Center?

We setup our own proprietary firewall, which is not commercially available; hence nobody knows how it
operates except us.

Your login username and password are all transferred via SSL which is what all the banks use for their
Internet banking customers.

Furthermore, we provide built-in encryption/decryption feature for your data privacy as another layer of
security (refer to Chapter 2.3.12). However, you will have to remember the passphrase for encryption as

AfterOffice will not be able to restore the encrypted files to their original state.

We practice server redundancy at AfterOffice, therefore there is always fail-over storage servers backing
up the Storage Center Servers. The server backup is performed on a daily basis.

All servers are located at world-class data centers spread around Klang Valley.

10.3 Does StorageSync come in MAC or Linux version?

Yes. You can download them from afteroffice.com/download.

10.4 How do | backup my Outlook emails (PST files)?

Microsoft Office Outlook program stores all its data in special files called Personal Folders with .PST file
extension. The data files are used by almost all version and editions of Outlook products, including
Outlook 2000, 2002 (XP), 2003 and 2007. The .PST files are hidden inside a deep rooted nested folder
under respective user directory. Below are 2 options to locate your Outlook PST files.
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Option 1: For Outlook 2007 and previous versions

If you’re using Outlook 2007, simply go to File menu, then select Data File Management. You will see a list
of all data files used by Outlook, including archives, if any. Simply click on the data file you want to know its
location path, and then click on Open Folder... button. A Windows Explorer window will open and go
directly to the storing folder.

Select 'File | Data File Management...' from the menu in Outlook

Inbox - Microsoft Outlook

Eile: Edit  View __ﬁu Tools Actions Outlook Connector  Help
Mew ¥

Open . b
nbox
Close All ltems [

|ed By: Custom

E are no items to show in this view.
Folder r

Diata File Management... Eé
Import and Export...

Archive...

Page Setup »

d= Print... Cerl+P
Wark Offline
Exit

Double click on the 'Personal Folders'

A Dialog Box for Personal Folders will be launched. Select the Filename and Copy (Ctrl-C or right click and
select copy).

Create a Profile by the name of “Outlook” (or any name you are comfortable with) in your StorageSync,
and make sure the Green Arrow Direction setting is Local-to-Remote by moving the mouse over it.

Now you can paste the Filename at the Local Folder field of StorageSync as the source folder to backup

(refer to Chapter 3 for more details). However, please remove “Outlook.pst” at the end after pasting to
the Local Folder.
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Arcount Settings | E3

Data Files
Ciutlaok, Data Files

|_E-mail Data Files iRSS Feeds | SharePaint Lists | Internet Calendars I Published Calendars | Address Books |

Lo Add.. B Settings... @ Set as Default X Remove () Open Folder...

Marme Filenarme Commenkt
Archive Folders archive.pst in C:\Users) TaniAppDataiLocall Microsof b Qutlook,
Personal Folders Outlook. pst in CUserst TanlAppDatalLocaliMicrosoftyOutlook, Defaulk
Personal Folders
zeneral |
Marne: Personal Folders

Filenanne: Csersi TanAppDatatLocaliMicrasoftOutlaok) Cutle

Select a da izplay the Tell Me M
folder that n outlook, RSB

Faormat: Perzanal Faolders File

Changes the password used to access

[Change Password, . ] the personal Folder File

] Reduces the size of vour personal

| Compact How Falder File

Close

Carment

[ (] 4 ] I Cancel Apply

Options 2: For Outlook 2010

File-> Account Settings-> Account Settings-> tab Data Files (Outlook 2010). Then follow the same
procedure as the Double click on the 'Personal Folders'.
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10.5 How do | backup my Outlook Express emails (.dbx files)?

Outlook Express stores emails in .dbx files and there might be several different dbx files depending on how
many email folders you have created in Outlook Express. If you are using Windows 98, you can probably
locate your emails somewhere in the Windows directory. In Windows 2000 and XP, emails are usually
stored somewhere in the user data or application data folder.

The easiest way to find out exactly where your emails are stored is to start Outlook Express, go to the
[Tools] menu, and open the [Options] dialog box. In the Options dialog box, select the [Maintenance] page
and click the [Store Folder] button. Here you can find the path to the folder containing your emails.

To backup the folder, create a new Profile in StorageSync and name it ‘My Outlook Express’ or ‘My OF’.
Then copy the path of the folder that you have found and paste in the [Local Folder] field of the
StorageSync. As for the [Remote Folder], create a new folder by the name of ‘My Outlook Express’ or ‘My
OE’ under your Private folder and select this new folder. Make sure the Direction Setting is Local-to-
Remote or Backup, schedule it on daily or weekly basis (if you want a daily version as well as a weekly
version, create another profile and named it ‘My weekly OE’ and schedule the backup on weekly basis in
case of file corruption). Lastly, make sure you [Save] the settings you have made.

10.6 How do | backup my UBS/MYOB accounting data?

First of all you will need to find out where the software stores the data on your computer.

';.]n,; UBS Accounting Systern 9.4 Properties = For UBS, you just right click on the application => [Properties]
= Detals T and pull out the following dialog box. The folder you find at
General shore Compatbify [Start in:] is the one that you will want to copy and paste in to
[fBs  UBS Aocouring Sysiom 34 the [Local Folder] of the StoreageSync to backup.

Target type: Application
Target location: UBSACCS0

MYOB
Target: CAUBSACCI0 daccount2 exe
Start in: C:\UBSACCS0 By default, MYOB saves its data file within the program folder ie
Shotout key:  Nome c:\myob<version>\<filename> .myo or \<filename>.dat
- r— = depending on version for example, C:\MYOB15.
Comment:
_ So in the case of the example, you will select C:\MYOB15 as your
Cpen File Location | | Change lcon... | | Advanced... | i :
Local Folder and back up everything under this folder to a
Remote Folder. You will need to create a new folder (i.e.
MYOB15) under the Remote Folder to contain all the files and
data you are backing from C:\MYOB15.
0K || Cancel

Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved. 104



User Guide: AfterOffice Storage Center afterm

10.7 Can | backup my Oracle/MSQL/MySQL data?

10.8 | have many files of 100GB or more. How long will it take to backup online?

It depends on the broadband connection that you have subscribed to. While High Speed Broad
Band might take from 15 hours to 2 days, normal broadband can take up to weeks or months
depending on your bandwidth.

However, we do offer a one-time physical data transfer to our Storage Center. That can be done

via any storage medium (external HDD, USB thumb drive, CD/DVD, etc). Please call to check for
the physical data transfer service rate.
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