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OVERVIEW

ShareSync is a file sharing and backup service. It allows you to:

+ Access files from any computer, the ShareSync web portal, and mobile devices

+ Easily and securely share files with people inside and outside your company

« Back up your files in real-time to protect against data loss from ransomware, accidental file
deletions, and other incidents

Follow these steps to get started using ShareSync.
You can also visit http://howto.sharesync.com to learn more.

INSTALLATION

T | 2 You can download the app at https://howto.sharesync.com/
ol ' Once installed, login using your email address and your ShareSync password.

APPLICATION MODES

As part of the installation sequence, you will need to choose between the following application
modes.

File Sync mode works better for those with $ e
small to medium file sets and who need to
frequently access files while offline.

ShareSync client mode

File Streaming mode general |y WO rks better 5ele|:the file access mode for your ShareSync desktop application. Leam mare

. . . @® () File syncing mode
fo r th Ose Wlth m ed I u m to Ia rge fl I e SetS a nd o All files/folders in My ShareSync folder sync and take up space on your computer
smaller hard drives and/or limited network N e e NN
ba n dWi dth . . ;;:ll::‘:‘tl:s :‘:::::e‘jsliel:)r:f;en offline

Documents, Desktop, Downloads, Music, Pictures, Videos folders can be backed
up in real time

) ) File streaming mode

All files/folders in My ShareSync folder don't sync and take up space on your
computer by default

# All files are accessible from desktop, but file content will only be downloaded on
demand when you click to open a file

Files in My ShareSync folder are only accessible when online

Documents, Desktop, Downloads, Music, Pictures, Videos folders can be backed
up in real time



https://howto.sharesync.com/
https://howto.sharesync.com/

N
& SHARESYNC

BACKUP CONFIGURATION

Once ShareSync is installed on your computer, it creates a designated folder called

My ShareSync. All files and folders added to the My ShareSync folder are automatically
backed up and available to be accessed from other PCs, Macs, mobile devices, and the
ShareSync Web App.

To add files to My ShareSync, you can:
+ Save files to the folder using “Save As” in Word, Excel, PowerPoint and other programs

+ “Drag and drop” or “copy and paste” files from other locations on your PC
* You can also create new folders in My ShareSync

In addition to the My ShareSync folder, you can S
choose to sync and backup Desktop, Docu- ¢ blesrirmus
ments, Music, Pictures, Videos, and Downloads
fo | d e rs . Select which locations on your computer you want to back up & sync to ShareSync.
. . These locations will remain synced to ShareSync in real-time.
All files and folders added or updated in these s -
. . . | My ShareSync
locations will be backed up to ShareSyncin s
esktop
real time. —
[] bownloads
You can view ShareSync sync status in the O masic
taskbar on the bottom right of your PC. [ pictures
[] videos
ShareSync
The following icons depict various ShareSync statuses:
Syncing Files up to date Paused Offline

@ K2 K K
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SHARESYNC WEB APP

ShareSync Web App enables you to access and manage all of your ShareSync files from a browser.

o

You can launch the ShareSync Web App in two ways: o SR estonm -

1. Right-click on the ShareSync icon in your task [ o st oy kot

bar and choose “Launch Web App”

2. Login from any web browser at m

https://sharesync.com
Get Email and in-app notifications when
collaborators make updates!

Note: you will need your ShareSync username and pass-
word.

Favorite shared files or folders in ShareSync web

Work * ,
u Guides.docx
Open My ShareSync folder Launch web app
Av SHARESYNC Recents Favorites My ShareSync Ci Search for a file or folder - v
My ShareSync > ShareSync Launch T UPLOAD = CREATE < SHARE ﬁ SHOW DELETED
Sort by name A
Backup feature launch SHARE ~ **
Buying Criteria SHARE ~ ***
Content updates SHARE ~ ***
Convert base campaign SHARE ~ ***
Emails SHARE ~ ***

Plan 2020 SHARE  **+


http://sharesync.com/
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FILE & FOLDER SHARING

Once you've added files to ShareSync, you can securely share files and folders with people inside
and outside your company. There are several different ways to share files:

Web Links: a good way to share content with people who only need short-term access to
review a file or group of files. You can share Web Links with anyone, even if they don't sub-
scribe to ShareSync.

Collaborative Folder Sharing: a good sharing option for longer term sharing activities, when
multiple people need to access and edit files on an ongoing basis.

Share Files & Folders via Web Link

To create Web Links:

Login to ShareSync Web App

Select the file or folder you wish to share
Click “Share” and choose “Get Link” tab
Copy link

Paste link in an email or send directly from ShareSync using “Send link via email” from the
Action menu

Share folder 'Current’ X

Share with new collaborators Get link

You can copy the provided link and share it with other parties via email or IM clients.

Link Permission

& Weblink i COPYLINK |  ACTIONS ~ View & Download X

= Send link via email ~

[ cnsareew o e

When you create Web Links you can set different permission types, including View only or View
and Download. You can also create Upload links as a secure way for people outside your compa-
ny to share content.
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Collaborative Folder Sharing

To share a folder with collaborators:
* Login to ShareSync Web App
+ Select the “Share” action next to the folder you'd like to share you wish to share

 For sharing with people inside your company, select the names of the users with which
you'd like to share the folder. If you are sharing a folder with an external party (for example,
a business partner or client), you can type their email address to send an external sharing
request.

Note: depending on your permission settings, your company’s account administrator may need to
approve external sharing.

+ Select Sharing Permissions: View, Modify or Co-Owner

Share folder 'Current’ X
Share with new collaborators Get link

ADVANCED SETTINGS

Jo X~ | With Co-owner permissions v m

L John Smith j.smith@email.com Co-owner

Select from address book
Shared with Permission

& Web link L COPY LINK ACTIONS ~ View & Download X
Andrew Brow
Andrew Brown REINVITE  Co-owner v X

has not accepted the invitation yet

REINVITE ALL STOP SHARE 1-20f2

For any sharing activities, recipients will receive an email notification with a link. Folder sharing
invitees must accept an invitation before they can access content.

You can also share folders by right-clicking on a file or folder from the desktop.
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SHARESYNC + MICROSOFT OFFICE APPS

Microsoft PowerPoint, Excel, and Word

= o . b ERE - == sl A
D Calibri (Bedy = | 11 - A A Aa- 4 - _’ _ _' .. AqBbCy AaBb{ AaBhCeT . v
Jzst - # By or A - - __ P eatdin =addin amnal |+ Editing  Savet.
e o BT U-aex o x B A Py AL Feading 1 Hesding2  TH = N bha::by:c
Clipboard Fant [ Paracraph [ Stwles ] SharesSyne
When you install the ShareSync desktop client, plugins for o AaBOC: Aabce [ f;:l S
Microsoft Office and Microsoft Outlook are also installed. . Heading) Hesding2 5| oy, Hie
Styles [F] Editing Sharesync
4 SHARESYNC
Through the Office plugin, you can share files, manage T
versions, and also see who is editing the file at the same
time. Access ShareSync by selecting Show Pane in the 4 Info

S h a resyn C m e n u O n th e Offi ce ri b bo n . Location C:\Users\j.smithiMy ShareSync\Example. docx
Modification Date: 17, 28, 2018 1432
Size: oe
Access Owner

4 \Versions

1 11,28 20181432 Bill Sanders 0 B

Microsoft Outlook

' Tell me what you want to do...

Send / Receive Folder View

ljl ."j r'll? x E’;\a (i’ ™ E:ﬁ Ea ¥ _DONE ¥ Move - % =1 Unread/ Read A

N T.:D - Del Renly R Ie F _)d i~ 5o Manager M = i Categorize~ [ Address Bool < '
ew ew elete = = arwar ) — | m - Assign ettings

Email ltems~ | S8 . - |E] Team Email 7| | ‘EaRules p0|i:,.v I> Follow Up~ Y Filter Email - ?

New Delete Respond Quick Steps ] Move Tags Find ShareSync

In Outlook, you can set up ShareSync to

automatically replace email attachments
with ShareSync Web Links, enabling you
send attachments of any size.

You can configure the ShareSync plugin

Settings in the Outlook ribbon.

18] A% B astach Foe
[ Yo 4

antach lbem =
TEET Addras Check

Pae - a-l== = i
W8T |2 A= Book Henes L Sgnatore=  poco. b paain |
amts Tag A
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Microsoft Office Online

Create and Edit Files with Microsoft Office Online

ShareSync works with web versions of Microsoft PowerPoint, Excel, and Word to allow you to
create and edit files directly from the ShareSync Web App.

Av SHARESYNC Recents Favorites My ShareSync Search for afile or folder - v
My ShareSync > Plan 2020 T UPLOAD | =+ CREATE | «{ SHARE [ SHOW DELETED
Folder Sort by name ~

m Word document
Launch Overview .docx CREATE CANCEL

' Excel workbook

* Market Opportunity.pptx

* PowerPoint presentation GETLINK e
Mar 05, 2020 3:16PM, updated by you, 326 kb,

Co-edit Files in Real-time with Multiple Collaborators

When two or more people edit a file through the ShareSync Web App, they can make simultane-
ous changes to a shared file. Each collaborator’s edits will be saved into a single file version.

My ShareSync > Plan 2020 T UPLOAD <} CREATE =, SHARE ﬁ SHOW DELETED

ﬂ Launch Overview.docx a
N
Edit
$ Market Opportunity.pptx T
t 6PM, i by y Get link GE N
Download
Versions
File Home Insert Layout References Review R4 @ Search w e |

Dv Flv ¥ CalibriBody) ~18 v B I U Awv

v @ Andrew Brown
On page 2
Go to location

Device Access Policy

Description: Device Access Policy allow admins to limit the # of desktop & mobile deFrices each useris
allowed to connect to ShareSync Web App.

Effective Date: Oct 28, 2019

Impact: ShareSync Web App

This policy is designed to control where ShareSync Web App are installed.
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MOBILITY

ShareSync mobile apps enable you to view, manage,
and share all your files from your favorite smart-
phone or tablet device.

Installation

To set up ShareSync on your mobile device:

* Open the application store on your mobile
device (Apple App Store & Google Play)

+ Search for ShareSync
* Install the ShareSync application

+ Login with your username and password

Automatic backup of mobile photos and videos

You can configure ShareSync to automatically
upload photos and videos on Android and iOS devic-
es through the Settings menu on the ShareSync
mobile application. Mobile gallery content is auto-
matically backed up to the Pictures/Camera Uploads
folder which can be accessed via the ShareSync Web
and desktop apps (only if Pictures folder is config-
ured to sync).

- O 0 €

D B @

o 2 »

My ShareSync
Desktop
Documents
Downloads
Music
Pictures

Videos

Offline

Activity n

Settings

10
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FILE RESTORE

Changes made to any ShareSync file are tracked, allowing you to easily recover any previous or
deleted version of a file.

Versioning

You can download, preview and restore previous versions of any file using the Versions
menu in the ShareSync Web App.

Av SHARESYNC Recents Favorites My ShareSync e+ Search for a file or folder - v
My ShareSync > Plan 2020 T UPLOAD = CREATE < SHARE  [[ SHOW DELETED
Sort by name ~

Launch Overview.docx N
GET LINK
Mar 05, 2020 3:27PM, updated by you, 10.1 mb,
3 versions X
v3 3/05/20 3:27 PM 10.1mb  Andrew Brown Restore Download
v2 3/05/20 3:14 PM 9.4mb  Andrew Brown Restore Download
vi 3/05/20 3:12 PM 0b  Andrew Brown Restore Download

Restoring Deleted Files

If you accidentally delete a file, you can easily restore it within the Deleted Items view in
ShareSync Web App.

Note: You can also permanently delete files within the same view. Once a file has been permanently
deleted, it cannot be restored.

AvSHARESYNC Recents Favorites My ShareSync -+ Search for a file or folder - v

My ShareSync > Plan 2020 T upLoAD = CREATE  «< SHARE] I HIDE DELETED

Sort by name ~

Launch Overview.docx . .
GETLINK  *=*
Mar 05, 2020 4: d by you, 11

Market Opportunity.pf

© Mar 09,2020 10:35PM, ¢

RESTORE

Note: if you need to restore a large number of files, in case of a ransomware attack or other type of
large file loss, we recommend contacting the person at your company who manages your ShareSync
service. They can perform a mass file rollback.





