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Manage vyour Files and Folders via the Web View

-0
New Folder Wizard

The New Folder Wizard guides you through creating, sharing, emailing and configuring your new folder. You may
follow each step of this wizard, skip through to the desired step or end the wizard at any time.

|- » jemith ® Thisis a Folder »

Hame the Hew Folder Choose Users Verify Permissions Configure Set Classes Send Email

[ O O O O O

Name the New Folder (2]

G wou wish to simply create a folder, name the folder and click Finish, IF wou wish ko change the default sharing of this Folder, click Next.

Folder Mame:

Cancel Mext Finish

( Figure 2.0.0)

Within the Document Manager click the New Folder ~ ‘4@ putton.
You are now in the New Folder Wizard.

Enter a name for the folder in the Folder Name field.

Optional: Click Finish to exit the Wizard.

Click Next.
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Choose Users L ]
i once wiol add users and groups, you will set their permissions in the next step, Or, click Finish to create the Folder,

Choose Users

To share with users or groups,
enter the user's or group's name ar
email address. To share with uzers
outside ofthe system, enter that
uzer's email address.

Separate users by commas or

semicolons. Search for Users

( Figure 2.0.1)

Choose Users

1. Choose users with whom you would like to share the contents of the new folder.

2. Either begin typing in the user information in the box provided, or use the find utility by clicking on
the Search for Users button.

3. All users and/or groups you have selected will appear in the box.

4. Optional: Click Next (while leaving the fields blank) to skip the Choose Users portion of the
Wizard, or click Finish to exit the Wizard.

5. Click Next.
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Verify Permissions (& )

i Defined the tvpe of access other users will have,

Yiewer Contributor Full Access
flame Type {Read-Only) (Read, Write, Delete) (Read, Write, Delete, Administer) Qibers

Cwvner (1 Smith (jsrmith)) User

Authenticated Users Group (O ]
Public Group O O
1 5mith (jsmith) User (@ e O

@& papply the changed permissions to this folder as well as its sub-folders and files.
) apply the changed permissions to this folder arly.

Cancel Back RI=NG Finish

( Figure 2.0.2)

Verify Permissions

1. Select your preferred sharing options.

2. You may select the following options: Viewer, Contributor, or Full Access.

3. You will need to determine whether this access should apply to the current folder only, or this
folder and all sub-folders by clicking on the appropriate radio button.

4. Optional: Click Finish to exit the Wizard.

5. Click Next.
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Configure y

i ou may define the default settings For this Folder now, O, vou may choose ko configure these options once the Folder
iz created on the Folder's Manage page.

[] Forall new files added to this folder, store file versions by saving a separate
copy each time the file is edited. (Defawit lYersioning

[] Forall new files added to this folder. maintain a history of how the content
has heen accessed. (Default Logqing

Set storage quata size: |(Unlimited) =]

Set a subscription. Send me an email when
[ithis folder or any of its files are edited
[ithis folder or any of its files are viewed
[ a comment is added to this folder or any of its files

Send these notifications | when the event happens

Cancel Back M et Finish

( Figure 2.0.3)

Configure

1. You will now be brought to the Configure screen.
2. Select your preferred configuration options:
a. \Versioning
b. Logging
c. Storage Quota
d. Subscriptions
3. Optional: Click Back to return to the previous step, or click Next to skip the Configuration portion
of the wizard, or click Finish to exit the Wizard.
4. Click Next.
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Send Email (%)

i oy may edit the text surrounding the table of Files only, File inks will be added once the email is sent.

Send the below emailwhen | click Finish

Mary Snowe (msnov@eythos.com;) ~ Henry Jankins thienkins @eythos.com) ~

To:{all the memhers of) admin group ~ Tony Crow (terow@ethos.comy) ~
Subject:|1 Smith has shared some resources to you

AB 7 U 9 0¥ [E A iEE
The following has been shared to you,

u
.
|

File Subscribe to and /or Bookmarks

Thark oL,
1 Smith

[ also send the email to me J Smith)

Cancel Back Finizh
( Figure 2.0.5)
Send Email
1. You will now be brought to the Email screen.
2. Create an email to notify users of the new folder and or share.
3. Optional: Click Back to return to the previous step.
4. Click Finish to exit the Wizard. Be aware that if you do not uncheck the Send the below email

when | click Finish option, the email shall be sent to all users listed.

Uploading a File or Folder

There are two modes of upload, Basic and Advanced. Basic upload allows you to browse one file at a time, until
you have compiled a list of files to upload. Advanced upload allows you to drag-and-drop files or folders onto the
Advanced upload screen. The upload mode can be easily switched at any time by clicking either the "Basic Upload"
or "Advanced Upload" links on the Upload screen. Whichever mode you choose will be displayed the next time you
upload files.

*Note: Advanced Upload mode requires version 1.5 or higher of the Java plug-in available from www.java.com. If
you have the Java plug-in installed but it is not version 1.5 or higher, you will experience problems when attempting
to use the Advanced Mode. If you do not wish to download and install the Java plug-in, use Basic Upload.



Hame Setup | Help | Loggedinas: 3 Smith [Logout]

Xythos

Files Tasks Reports & Tools
o % |y mith P My New Folder » 3| 2|5 | | search =
p— . P — o
o ~ = v @ 5 O B
Copy  Mowe Delete Rename Manage Share  Email  Tag Upload | pesw Folder  Mew 'Wiki  Meswr Drophox  iew
[ Mame Shared To Date Last Modified Size
( Figure 2.0.6 )
Basic Upload
P jsmith P
Upload File in: /jsmith (%

1i (For Faster uploads, including the ability to upload Folders and their contents, try our Advanced Upload.
Naote that Advanced Upload requires the Java 1.5 or higher plugin available from Sun Microsystems,

Name

| |[ Browse...

b 4

[ ] Owerwrite file if it aready exists,

[ Cancel ][ Femaowe All ][ start Upload ]

( Figure 2.0.7)

N

Navigate to the folder to which you wish to upload files.

Click the Upload @ button.

If in advanced mode, click on the Basic Upload link.

Browse to the file you wish to upload.

If you wish to upload more files, click Add Files and Browse to the file. Repeat this step for as
many files as you wish to upload.

Click Start Upload.
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Advanced Upload

Xythos

¥ mith b

Upload File in: /jsmith ()

b Jse Advanced Upload to drag and drop files and Folders, Advanced Upload requires the Java 1.5 or_higher plugin,
If wou do nat have this plugin, use Basic Upload to add files one-by-one,

Add Files

Name Size Remove

E:;l' To begin uploading, drag and drop files and folders here.

7] or, you may cck Ad ies. . prEe———)
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( Figure 2.0.8)

1. Navigate to the folder to which you wish to upload files.

Click the Upload @ button.
If in basic mode, click on the Advanced Upload link.

Rl

Files and select files from your local machine.
5. Click Start Upload.
6. Should the upload stop or receive an error, click Done to exit the upload page.

R
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Renaming a File or Folder

1. Navigate to the file or folder you would like to rename.

2. Right-click on the file or folder and select the Rename option.
3. Enter in the name you would like in the Rename field.
4

You may either drag and drop files and folders onto the drag-n-drop area or you may click Add

Click Ok to complete the Rename, or click Cancel if you would not like to rename the file or folder.

Moving a File or Folder




When moving a file or folder you have two options for determining the destination location. Sharing and permissions
of the original files or folders carry over to the moved files or folders. If you would not like the moved file or folder to
be shared any longer, you must explicitly remove access.

Move (3 N5
Move: Fisrrith /My Mewe Folder
Destination: |/jsrith/My Mew Folder &
»
!

My Horne Folder

Cancel Ok

( Figure 2.0.9)

.)'
Move a single file or folder
1. Navigate to the file or folder you would like to move.
2. Right-click on the file or folder and select the Move option.
3. Manually enter in the location and name of the file or folder. If the name of the folder does not

exist, or you do not have permission to that folder you will receive an error message.
-OR-

Using the Expand ¥ icon you may navigate through your folder structure to determine where
you would like to move the file or folder. As you navigate through the folders, the information in the
Destination field will change accordingly. This does not require you to manually enter any
information.

*Note: Using the default destination location will result in the following error message: "You
cannot move or rename a file to itself, or a folder to a sub-folder of itself”.

>
Move multiple files or folders

Navigate to the files or folders you would like to move.

Place a checkmark in the box associated to the files and or folders that you wish to move.
Right-click on any of the selected files or folders and select the Move option.

Manually enter in the location and name of the file or folder. If the name of the folder does not
exist, or you do not have permission to that folder you will receive an error message.

-OR-

PON=

Using the Expand " licon you may navigate through your folder structure to determine where
you would like to move the file or folder. As you navigate through the folders, the information in the
Destination field will change accordingly. This does not require you to manually enter any
information.

*Note: Using the default destination location will result in the following error message: "You
cannot move or rename a file to itself, or a folder to a sub-folder of itself”.

Copying a File or Folder




When copying a file or folder you have three options for determining the destination location. Sharing and
permissions of the original files or folders do not carry over to the new copy. If you would like the copy of the file or
folder to be shared, you must explicitly grant access.

Copy (3 NES
Copy: fismnith,/ My Mews Folder
Destination: fismith/Copy of My New Folder -
4
f

My Horme Folder

Cancel 0]

( Figure 2.1.0)

@
Copy a single file or folder

—_

Navigate to the file or folder you would like to copy.

2. Right-click on the file or folder and select the Copy option.

3. Use the default location and name that have already been supplied. This will be the name of the
original file or folder with the words "Copy of" preceding the original name. Using this method will
copy the file or folder to the same level in the folder structure as the original file or folder.

4. Manually enter in the location and name of the file or folder. If the name of the folder does not

exist, or you do not have permission to that folder you will receive an error message.

-OR-

Using the Expand ¥ icon you may navigate through your folder structure to determine where
you would like to place the copy of the file or folder. As you navigate through the folders, the
information in the Destination field will change accordingly.

5.  Once you have selected a destination location using one of the above methods, click Ok to
complete the Copy. Click Cancel if you would not like to copy the file or folder.

@
Copy multiple files or folders

Navigate to the files or folders you would like to copy.

Place a checkmark in the box associated to the files and or folders that you wish to copy.
Right-click on any of the selected files or folders and select the Copy option.

Use the default location and name that have already been supplied. This will be the name of the
original file or folder with the words "Copy of" preceding the original name. Using this method will
copy the file or folder to the same level in the folder structure as the original file or folder.

5. Manually enter in the location and name of the file or folder. If the name of the folder does not
exist, or you do not have permission to that folder you will receive an error message.

-OR-

POON=

Using the Expand " licon you may navigate through your folder structure to determine where
you would like to place the copy of the file or folder. As you navigate through the folders, the
information in the Destination field will change accordingly.



Deleting a File

[
™

Delete a single file or folder

1. Navigate to the file or folder you would like to delete.
2. Right-click on the file or folder and select the Delete option.

o
™

Delete multiple files or folders

1. Navigate to the files or folders you would like to delete.
2. Place a checkmark in the box associated to the files and or folders that you wish to delete.
3. Right-click on any of the selected files or folders and select the Delete option.

When you choose to delete files, the files are not immediately deleted, but are instead moved into your Trash. If a
file is accidentally sent to the Trash, it may be restored by visiting the trash folder. Files in your Trash count
against your total available storage in your account. If you are approaching your maximum storage amount, select
items to permanently delete from your Trash in order to free up storage.

Permanently delete all files or folders within your Trash

1. Double click the Trash = icon located in your home folder.

2. To delete the entire contents of Trash, click the Empty Trash - = putton.

3. Confirm that you wish to permanently delete all items in your Trash by clicking Ok or click Cancel
if you do not wish to empty Trash at this time.

A

Reétore a deleted file or folder which exists in your Trash

Files may be restored to their original location, as long as the location still exists and you have access. If the file or
folder is not able to be restored to the original location, you will be prompted to provide a new location. If restoring
a folder and all of its contents, restore the folder first. Restored files will keep their permissions and other attributes.
1. Double click the Trash == icon located in your home folder.
2. All previously "deleted" items will be displayed. Put a check in the box associated to the file or
folder that you wish to restore.
3. Cick the Restore button.

A

Refrieve an overwritten file which exists in your Trash

Overwritten files are placed in a special sub-folder of the trash named Overwritten Files. Overwritten files are
automatically versioned. You may not restore an overwritten file, however you may retrieve a version just as you
would with any other versioned file.

1. Double click the Trash = icon located in your home folder.

2. Double click the Overwritten Files folder.

3. All previously "overwritten" items will be displayed. Put a check in the box associated to the
version of the file or folder that you wish to retrieve.



4. Right-Click on the file you wish to retrieve, and select Manage -> Versioning.
5.  You may retrieve a version the same way you would any other versioned file.

€

Save to Zip File

1. Navigate to the file(s) or folder(s) you would like to Save to Zip File.
2. Right-click on the file or folder and select the Save to Zip File option.

Copy Link Location

1. Navigate to the file or folder you would like to copy the link location.
2. Right-click on the file or folder and select the Copy Link Location option.

]|
Save to Desktop

1. Navigate to the file you would like to save to your desktop.
2. Right-click on the file and select the Save to Desktop option.

A
Open (File) in Browser

1. Navigate to the file you would like to open.
2. Right-click on the file and select the Open in Browser option.
3. The file will then be launched using your default web browser.

Open (Folder)

1. Navigate to the folder you would like to open.
2. Right-click on the folder and select the Open option.
3. The contents of the folder will be opened/displayed.

Content Type

Depending on the method used for uploading a file to your account, your file may be displaying as the wrong file
mime-type. If there was a problem with the file or the client used to upload the file did not properly recognize the file's
mime-type, it may be necessary to manually change your file's type.

Change the Content Type of a file

Navigate to the Document Manager screen.

Navigate to the file for which you wish to change the content type.

Right-Click the file's name and select Manage -> Content Type.

You may select from the list provided, or you may manually enter the new file type by choosing
Other from the type drop-down list.

PON=



Content Type for /jsmith/This is a File.jpg

Current content type: i2' jnage/ipeg

New content type: ‘other,., iw [imagefipeg

Appby

Exit
( Figure 2.1.1)

5. Click the Apply button to view applied changes, or click the Exit button to save the changes and
exit the Document Manager screen.

Xythos can properly display the following file icons:

File

lcon Type Type Code

Adobe Acrobat/PDF

=@ | Audio

| Excel Spreadsheet

¢ | Executable/Application

] HTM/HTML

i Image

i | JavalJavascript
Powerpoint Presentation
Text Document

:_3 Video/Movie

| Word Document

3 XML

Zipped File

( Figure 2.1.2)

application/pdf

audio/*
application/vnd.ms-excel
application/octet-stream
text/html

image/*
application/x-javascript
application/vnd.ms-powerpoint
text/plain

video/*
application/msword
text/xml

application/*zip*



Manage Summary

The Manage Summary screen provides, at a glance, the properties of the file or folder you are currently viewing.

From this screen you may click the links available from the left navigation in order to modify the file or folder
properties. The toolbar buttons in the Manage Summary screen are expanded upon in order to allow you to

effectively manage your files. You will have different options depending on your permissions, whether it is a file or

folder, and which modules your administrater has installed.

Manage Summary for a File

Xythos

7 v jemith »

Ei
%

Save to Desktop  Open
Manage

Y Summary
Permissions
Tickets
Logging
\ersioning
Class Properties
Retention
Tags
Active WorkFlows
WorkFlow Hiskary
Subscriptions
Lock Details
Comments

Content Type

( Figure 2.1.3)
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Move Delete  Rename  Saveto Zip Fie Email  Start Woarkflow Bookmark  RSS Oetyrite
Summary for /jsmith/ This is a File.jpg (4]
Owner: J Smith (jsmith)
Full URL: hitp:i serertathoswisijsmith/This is a File jpa
Intellilink URL: http s erverathoswrshwebyviewd_y-3241 1
Created by: J Sith (jsmmith)
Created on: Bi27108 2:38:40 PM PDT
Last Modified by: J Smith (smith)
Date Last Modified: 7/3/08 1:14:55 PM PDT
Size: 33.8KB (34,521 btes)
Classified as: This is a Docurmnent Class
Retention Rule: Unassigned
Expires: Unassighed
Permanent: Ma
Permissions: Mone
Tickets: MNone
Logging: Off
VYersioning: Off
Classified as: This is a Docurmnent Class
Tags: Mone
Active Workflows: Mone
Subscriptions: Mone
Lock Status: Mot locked
Comments: Mone
Content Type: imagelpen
Exit



Manage Summary for a Folder

Setup | Help | Loggedinas: JSmith [Logout]
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Manage Summary for /jsmith/This is a Folder (2]

** Summary Owner: J Brnith {jsrmith)
Permissions Full URL: hitp:ti serveriathoswislismithiThis is a Folder
Tickets Intellilink URL: hitp:ir serveriythoswishwebviews x-3238_1
Default Loaging Created by: J Smith {smith)

Created on: Br27ing 12727 PMPDT

Default Yersioning
Last Modified by: J Smith (jsrmith)

= Date Last Maodified: 7/2/08 1:09:26 PM PDT

lass Properties

Size: a8.8kB (60,183 bytes)
Rt iarEEs Available Space:  19.7MB (20,634,025 hytes)
WorkFlow History Storage Quota: Mohe
Wiorkflow Template
Subscriptions Sharing: Sorme
Lack Details Tickets: Mane
Cotiients Default Logging:  Off

Default Yersioning: Off
Allowable Classes: Mone
Active Workflows: MNone

Storage Quoka

Subscriptions: Mone
Lock Status: Mot locked
Comments: MHaone

E:xit

( Figure 2.1.4)



