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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
e Incremental backup allows the transfer of only the modified portion of the files

e 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

e UCAR allows folder access and actions of specific groups

e DropFile makes sending huge files so easy and problem free

e 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

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

WebDAYV 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 and 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

Il i office

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 : |s===ss Forgot password??

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.

Enter the domain

Host : wyourdomain.com
name

Name : david
Password : [=ssse- Forgot password??

Lagin

Figure 2. Logging In with Your Own Domain
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Il i office

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 : |ahc.~m.cum.myr E;trﬁrethe domain

Name : |da~.rid |

Password : |sssses | Forgot password??
Login

Figure 3. Logging in with AfterOffice Domain

2.1.2 Landing Page for Storage Center

Home Email Profle  Bulletin  Meeting BizApp  Sales Storage  Calendar  Project Contact  Logout  Help

Welcome Ng Shou Jen

Announcement

|
[+

STAY CONNECTED

anytime, anywhere Account Status =l Calendar =
Virtual Office! Hew emal 22 et
R Onlne users: 1 (s dmrJw Tt F] s |
// Send Instant Message to onling users. 1 @2
El 4 @5 @6 97 48 2
L Account Information = 10 (11412 134 14415 (16
admin, ams, devtalk, devieam, 17 18 1992021 22 23
ecat_admin, floadmin, hr,
hradmin, leave_group, 24 25 28274284028 30
management, marketing, rd, rep, &

Group : root, sales, salesadmin,
salesmanager, service, Today is: October 30, 2010
smaccess, storageadmin,
support, user, voadmin,
wemiesin weisgreonn [ =]
Level: 1
& Enterhere Search
POP3ID: sjng@afteroffice.com
SPAce USAGE ;1o op e 00 cB _
3 User Guide i@ Help

Workflow Status: [=]

Figure 4. The Landing Page Once You Login

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.
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Clicking on [Storage] leads to the Web Storage as below.

(1
- Storage

® My Storags L New Shortcut ¥ Delete Shortcut £ Drop Box (0) & shared tems Search m

[] Company Share

1] Tips : Storage Center is the place where you can upload, store, and manage your private and company shared files. You may also create sub-folders

Q Company HomePage to help better manage your files. You may navigate through the Storage Center by clicking on the folders.

[ Private
[} Private HomePage
Q MNetwork Share

—— —— —— | —— | ——
7 shared ttems \ \ . o .
% DropBox (0) Company Share Company HomePage Private Private HomePage Metwork Share

@ Help

Figure 5. Web Storage

2.1.3 Change Your Password

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

DL —r H e B

Home Email Profile Bulletin Meeting BizApp ales MS Storage Calendar Project  Contact

User Profile

Password % Profile

Appearance
Theme
Avatar
Menu 5 [En
HTML Edi ' ‘_' So - '
or
. *% 7= /
Disk status — —_— )
Anti-virus Password Appearance Theme Menu HTML Editar
Security
Log
Meeting Profile
. = 1]
Admin Tasks - | :
~
L& e Q © &
Disk status Anti-virus Security Log Admin Tasks

Figure 6. Profile
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Change Password @ Help

Current Password |------ |

Mew Password | |

Werify Mew | |

| pdate | | Close |

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 2 on Web Storage

AT RN @I o 8 > o[

Home Email Profle  Bulletin -~ Meeting  BizApp Sales SMs Leave Storage  Calendar  Project  Contact

Help

Logout

]
- Storage

B My Storage i Upload | Wi NewFolder J| i NewFile | £33 Drop Box (0) ¥ Shared tems Search

&[] Company Share

i @ Tips : Move mouse over the files or folders and right click to obtain menu for selection of action to move, modify , or drop.
2] D Company HomePage

I [ Private
i [ Private HomePage

B / company Share /

i Disk Usage: 29% mas
o] D Metwork Share

Sortby: MName » Date Size
@ Shared ltems n = Admin /

Created 06-Jul-2006, 11:2%am =
DropBox (0)

B Archive /
Created 06-Feb-2011, 11:27am -

\

ax-host/
Created 13-Feb-2011, 12:06pm =

L

. Brochure /
Created 25-May-2011, 03:53pm -

i

Figure 8. Help Available on Web Storage

The red circles above are where you can get help on Web. The @ icon will also appear on each section’s

upper-right corner of the action selected. For example, on [Delete] action, the & icon is shown as circled
in the below figure.
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@ Delete - Mozilla Firefox

¥ Delete

Il i office

From: [Company Share] /

| bug- opporturnity label report.png

@ Help - Mozilla Firefox = B S,
I Go to a Web Site l
Index Close

The file selected for deletion is shown. You may confirm the
deletion of the selected file by clicking on "OK". Click "CANCEL"
to abort the deletion of the selected file.

Index | Close

Figure 9. The [Help] available on [Delete] action

2.2 Default Folders in Storage Ce

—» Otorage

& My Storage
i Company Share

} L___l Company HomePage
j- [ Private

+-[] Private HomePage

} L___l MNetwark Share

‘J:'fj Shared ltems

™, DropBox {0)

@ Help

Figure 10. Default Folders

Copyright © AfterOffice.com Sdn. Bhd.

nter

[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/ind
ex.html

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

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

All Rights Reserved. 9
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[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.html.

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.

[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.

Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved. 10
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2.3 Web Storage Common Applications

When you navigate into any of the default folders, you can see the main action buttons on the top most
position of the files and folders. The figure below shows the main action buttons.

i s | 8 o L@ vewrse | S o -3¢ srrstons B

Figure 11. The main action buttons.

Other actions can also be performed on the files and folders. You can either click or right-click on a
specific file/folder, then a vertical list of actions will be displayed, as shown in Figure 12.

A | storagesync_linux_aoc.pdf
B3 Created 20-Apr-2011, 12:57pm . + 215.1@ 5 Download
Open
H | storagesync_mac_acc.pdf & o
EEB Created 20-Apr-2011, 1257pm « 1828Kp | % Delete
5 Mave
7 L VO e-leave.odt i Copy
— Created 29-Aug-2008, 11:02am - 19.8KB 4e Rename
B === VO profile guide.odt <] Edit
— Created 24-Sep-2008, 06:05pm -+ 231KB | |2 (Un)Lock
“* Drop Ta
H -5 VO storage.odt = ~rop
== Created 09-Sep-2008, 05.40pm + 229KB | @ Shorteut
w4 ENCrypt
F L vo-avoquickstart.odt o’ Decrypt
Created 04-Dec-2008, 09:55pm + 20.1KB '@'A\-’Scan

Figure 12. The action list is displayed in vertical when you click or right-click a file.

If you have more than 1 file to take action to, you can check the check box of the file(s)/folder(s), and a
horizontal list of actions will be shown as Figure 13.

Do o Mowe Copy R ndrme Edit [UnjLock DropTo Shortcut Encrypl Decirypt AV SEaAn

g | storagesync_linux_aoc.pdf
EZ3 created 20-Apr-2011,125Tpm  + 2161 KB

Jo storagesync_mac_aoc.pdf

" EE@ Created 20-Apr-2011, 1257pm - 1B2.BKE
VO eleave.odt
Created 29-Aug-2008, 11:02am « 19.8KB

VO profile guide.odt

7 k
Crealed 24-Sep-2008, 06:05pm = 2311KB
g VO storage.odt
. Créaled 09-Sep-2008, 05:40pm - 229KB

Figure 13. The action column is shown when you check the check box of the file(s)
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2.3.1 Create New Folders

Click on the [New Folder] button when you have come to the desired folder under which you like to
create a new folder.

Enter the [New Folder] name and its [Description]. The description will help you find the folder easier if
it is accurate.

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

&) New Folder - Morzilla Firefo
-

A\ http://vo.afteroffice.com/storage/bin/newfolder.cgi s g

& Create New Folder (1= ]

Location : [Private] /
Mew Folder:  Human Resources

Description: Al staff particulars, salary, and EPF

CREATE | CANCEL

Figure 14. Create a New Folder

Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved. 12
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2.3.2 Upload Files

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

D\ hitp:/fve.afteroffice.com/storage/bin/upload.cqi w7
[“* Upload File
To: [Private] /
No File to Upload Description

)

2 .

;

:

] w

Replace existing file. Scan files for viruses
CANCEL

B One paused download |

Figure 15. 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].

By default, the upload window only shows up to 5 upload fields. If you have more files to be uploaded,
click on the [Add] button.

Press on the [Upload] button to upload the browsed files.

2.3.3 Delete Files or Folders
To delete a file, select the [Delete] action.

Once you select the delete action, a Delete Window will display. Press [Okay] to confirm the delete of the
selected files. Figure 16 below shows an example of the Delete Window. Folders can be deleted in the
same way.

Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved. 13
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(@) Delete - Moxzilla Firefox

fal http:/fvo.afteroffice.com/storage/bin/delete.cgi =2

¥ Delete

From: [Company Share] /Manual/

storagesync_linux_aoc.pdf

27 Cancel

Figure 16. Delete Window

2.3.4 Move Files or Folders

To move any file or folder, use the [Move] action. You will see a similar window screen shot as below
after selecting this action.

- = 0

“1 [ Company Share @ You may browse or create folder with the popup navigator. Navigate to a destination folder to move the items to, then click Paste.

=1-[-] Company HomePage

1| Private
&} D Private HomePage -
AVMS_TR_supported_camera_list.pdf
=t Network Share | - - - -
= Created 08-Mar-2011. 09:41am - 454 KB L
&7 shared ltems - CCTV Manual.pdf
Created 01-Jun-2011, 11:3%am - 4.5MB L
™% DropBox (0}
= i .docx
m | comparison
@ Help EEH Created 14-Mar-2011, 06:05pm - 165 KB a u
" = example.csv a °

< Created 28-Feb-2011, 09:37am - 195

Figure 17. After selecting the file and clicking on the [Move] action.

Next, navigate to the desired folder where you want to place the file. You can either click on the [Browse]
button, or select the destination folder from the side panel. In Figure 17 example, the PDF file is being
moved to the /Company Share/Manual folder. Figure 18 below shows the navigation to the /Company
Share/Manual folder.
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B[] =3 5
= D Company Share @ You may browse or create folder with the popup navigator. Navigate to a destination folder to move the items to, then click Paste.
E-E] Admin
=1 Archive
o F axhost B 1 Company Share / Manual / Bialetiaanca st . et
3GB/10GB
“1-[ Brochure |
4 B ceTv Sortby: Name ~ Date Size
E - ProductSheet / 2
8 O n =3 | B o
B Incoming Created 05-Feb-2011, 09:34pm
B Junk [] (= VOUserManual/
-8 ’\l:rr ' Created 05-Feb-2011, 09:19pm
+-55 Maa hg L . at
i - [] || storagesync.o
#F1 Operation ) Created 30-Oct-2008, 02:36pm - 20.5 KB 8 O

Figure 18. Navigate to the folder “Manual” under “Company Share”.

Click into the desired folder (i.e. the Manual folder). Then click on the [Paste] button and you will be
prompted to confirm the move action as in Figure 19.

£\ http://vo.afteroffice.com/storage/bin/paste.cgi 77

4! Move .
i @ [ / company share / Manual / Disk
From: [Private] / To: [Company Share] /Manual/ Sortby: MName / Date Eor
—J cCTv Manual.pdf | 5 = Productsheet/

" Created 05-Feb-2011, 09:34pm

m CANCEL

" &5 VO User Manual /
' Created 05-Feb-2011, 09:19pm

J& CCTV Manual.pdf

|
Created 01-Jun-2011, 11:3%am - 4.5 MB

— |- storagesvne.odt

Figure 19. Click [OK] to confirm and the file is moved to /Company Share/Manual.

Folders can be moved in the same way too.

2.3.5 Copy Files or Folders

Select the file or folder and click on the [Copy] action. Then you will come to a similar screen shot as
below.
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= wy Storage
=1-[] Company Share

=1-[-] Company HomePage
1| Private

B D Private HomePage
Bt D Network Share

Hzi Shared [tems
™= DropBox (0)

@ Help

Il i office

& sovse | o | e v

@ You may Browse or create folder with the popup navigator Navigate to a destination folder to copy the items to, then click Paste.

.| vo-calendar.odt
B = | B o
Created 22-5ep-2008, 06:27pm - 188 KB

.| Vo-project manager.odt B °
—) Created 11-Nov-2008, 04:05pm - 19.6 KB

B = vo-sales management.odt B °
—— Created 10-Oct-2008, 05:09pm - 22.1KB

Figure 20. After selecting the file and clicking the copy action.

Next, navigate to the desired folder you would like to place the file (i.e. /Private/Manual). Then click on
the [Paste] button and confirm by pressing [OK] when prompted.

-

B My Storage
Bt D Company Share

=[] Company HomePage

(e e L o | e 0

& You may browse or create folder with the popup navigator. Mavigate to a destination folder to move the items to, then click Paste.

[ Private

E-E Camil = Disk Usage: 65% s G63MB [

B / Private / Manual / oB

Gt l]:; CCTV Camera Scr

Bt ﬂz Cisco Monitoring | Sortby: Name / Date Size

1] Databasel 1 Total items: 0 Size: 0 bytes

=] exe to senice

=] Human Resource

-] Live Demo

6B Mapua

=-E9 N\brk Monitoring
Figure 21. Navigate to /Private/Manual/ and press the [Paste] button.
[ @ paste - Mozilla Firefox = B [t

O\ http:/fvo.afteroffice.com/storage/bin/ paste.cgi 'S

[ Copy @

A / Private / Manual /
From: [Company Share] /Manual/ To: [Private] /Manual/ Sortby: Name » Date Size
I vo-project manager.odt A &= vo-project manager.odt
Created 11-Mov-2008, 04:05pm - 19.6 KB
Coc]
Total items: 1 Size: 20,092 bytes

Figure 22. Click [OK] to confirm and the file is copied to /Private/Human Resources/

Folders can be copied in the same way too.
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2.3.6 Rename Files or Folders

To rename a file, select the [Rename] action. The Rename window in Figure 23 will then pop up. Enter
the new name and press the [Okay] button.

gl Upload i W} New Folder m £ Drop Box (0) & shared items s

] Tips : Move mouse over the files or folders and right click to obtain menu for selection of action to move, moi

i@ Rename - Mozilla Firefox (=] 5 et
e en e e b oapr e g L.
£\ http://vo.afteroffice.com/storage/bin/rename.cgi 5 7
| £, g

=~ Database1/ -

[
Created 08-Jun-2011. 0 4 Rename @
== exe to service / ] _
Created 13-Jun-2011, 4 | ™™ [Privatel/
0Old Name New Name

~we Human Resource /
[ Manual User Manual
Created 28-Jun-2011, 0

“w. Live Demo/
& " 0kay |

Created 24-Feb-2011, 0

e Manual /
Created 28-Jun-2011, 0

B “we.  Network Monitorin
Created 21-Jan-2011 []I

Figure 23. 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 file that you want to edit, then press on the [Edit] action. The Edit Window will appear as
shown in Figure 24. 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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gl Upload [l W New Folder 1
fi

& Tips : Move mouse over the fi
[ / Private / Contact List /
Sortby: Name » DateJ

- Address-Book.csv

B

< Created 28-Jun-2011, 05:4
B | Group.odt

= Created 11-Nov-2008, 04:0

[ Select Al Total items]

@ Edit - Moxzilla Firefox

£\ http://vo.afteroffice.com/storage/bin/editfile.cgi

[ Edit File

Folder  /Private /Contact List/

File Name Address-Book.csv

Nickname, Mame, E-mail Address Business Street,Business City,Business Postal Code Business
Country,Business State,Company,Job Title,Department,Business Phone,Company Main Phone Business
Fax,Home Fax Mobile Phone, Pager Web Page Motes

Wivieta Chong vivieta1216@yahoo.com,,........... 017-9983554,,,,3/31/11 6:03:04 PM,3/31/11 6:03:04
PM,1301565784610
tan,Tan Cheng Lock tan@clifmach.com.my............. 016-3366991..,,3/31/11 6:03:04 PM,3/31/11 6:03:04
PM, 1301565784611
fin,Yen Ping Fin fin@venus-tech.com.my............. 012-2128793,,,,3/31/11 6:03:04 PM,3/31/11 6:03:04
PM.1301565784612
lara.Lara Leong Yi Ching.yclaras@hotmail.com............. 016-7756223,,,,3/31/11 6:07:04 PM,3/31/11 6:07:04
PM.1301565784613
kartinah. Kartinah Yusof kartinah@gbcathem.net, ,........... 017-6792661,,.3/31/11 6:03:04 PM,3/31/11 6:03:04
PM.1301565784614
khew,Rachel Khew Yean khew@agbcathem.net,............ 012-2693451,,,.3/31/11 6:06:52 PM_ 3/31/11 6:06:52
PM.1301565784618
lim.Lim Ae Ron,aeron_lim@gmail.com,............ 017-5128779.,,.3/31/11 6:06:44 PM 3/31/11 6:06:44

PM.1301565754619

SAVE Edit as HTML CANCEL

m

Figure 24. 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.

[ / company Share / Manual / VO User Manual /

3GB/10GB
Sortby: Name - Date Size
avo_quickstart.pdf B
ERES _
EEA Created 16-Jan-2008, 11:27Tam = 4152 KB B n
A A Bulletin_with_MailGroup_1.0.pdf n n &

EEd Created 16-Jan-2008

Disk Usage: 28%

1M:27am - 14 MB

Figure 25. Before the file is locked
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) ' company Share / Manual / VO User I‘.."Iarl'@l Lock/Unlock - Mozilla Firefox == _S;hi

Sortby : Name - Date Size 1 £\ hitp://vo.afteroffice.com/storage/bin/locktog.cgi 57

-

. avo_quickstart.pdf

:
EEd Created 16-Jan-2008, 11:27am  « 4152 4 LockiUnlock a

Bulletin_with_MailGroup_1.0.pdf In: [Company Share] /Manual/O User Manual/
Created 16-Jan-2008, 11:27am - 1.4 ME

(]

avo_quickstart_pdf

-
| PDF |

B bundle_item.doc
EES Created 28-Aug-2009, 07:03pm -  435.0

H LA ecat-quick_start.pdf
EEd Created 10-Aug-2009, 05:47pm = 621.0

b

Figure 26. Press [OK] to Lock the Checked File

Select the file you want to lock and then click on the [(Un)Lock] action to lock the file as in Figure 26.
Perform the same procedure on the locked file will have it unlocked.

() / company Share / Manual / VO User Manual / Disk Usage: 23% i
IGB/10GB
Sortby: MName Date Size
avo_quickstart.pdf E
E A~ - lock
EEA Created 16-Jan-2008, 11:27am - 4152 KB B n -

Bulletin_with_MailGroup_1.0.pdf A
[l P _ o _
EE3 Created 16-Jan-2008, 11:27am - 1.4 MB B n

Figure 27. 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 an inbox of limited size. Last but not least, the recipient for sure will
not complain about slow download of 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.
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First, select the file(s) that you would like to drop/send. Then click on the [DropTo] action to launch the
“DropFile/Folder” window as shown in the below figure.

@ Drop File/Folder - Moxzilla Firefox o | B S
D. http:/vo.afteroffice.com/storage/bin/dropte.cgi
Delete Move Copy &Drop File/Folder @
From storage: [Private] /Manual/
B | Private [ Manual / ";' Tao drop "outlook-express-trouble.png " "User_Manual_for VO _storagesync.pdf "
"vo-project manager.odt ”, enter email addresses below and the recipients will receive a
Sortby : Name -~ Date Si private link to your file
)| AfterOffice Backup Configural To (e-mail)  gavid@company.va.com.my
B W created 02.0un2011, 0924 Beconi Gontacis i =
reate un- dam - All Contacts [57]

" LA mail-iphone-setup. pdf
EEA Created 07-Jan-2011, 12:33pm
Subject  Dropltem Notification

outlook-express-trouble.png Short Message (optional)

Sending file without attaching.
Created 13-Jan-2011, 09:51am

E

| User_Manual_for_VO_storage
EEA Crested 04-Jan-2011, 02:35pm

Language of E-mail content  English -
Userguide_for_Storage_Cent{

- This drop will remain available for 5 days -
Created 04-Jan-2011, 04:54pm

By

Motify me when recipient picks up file :
vo-project manager.odt

Created 11-Mov-2008, 04:05pm

[T 2atars an Trtal itamme- B =

b

Figure 28. Launch the DropFile/Folder window and Enter the Email Address of the Recipient

At the [To (e-mail)] 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 29. Clicking on the link will lead the
recipient to a Download Page as in Figure 30.

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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Date:  Wed, 29 Jun 2011 15:29:27 +0800
Subject  Dropltem Notification
From: "ccleong” =ccleong@companyvo.com.my= [ Add to Address Book | Block ]
To:  david@companyvo.com.my

Sending file without attaching.

The following item has been dropped to you by

ccleong@companyvo.com.my
Click on the URL (web link) below to pick it up.

File: outlook-express-trouble.png, Size: 1.0 MB
http:lf202.75 62 20/file/690MEpvoZkEWEWVYuaE1quDgTE

File: User_Manual_for_VO_storagesync.pdf, Size: 4452 KB
hitpi202.75.62.20/MleNvebhol GHIKAICO27acs dsEKE

File: vo-project managerodt, Size: 19.6 KB
hitp://202 75 62 20/file/AFtwFQIGKdBIGY 14j0xFODP3m

The iterm will remain available for 5 days.

R R R R R R R R R R R R AR AR AR AR AR AR R AR AR AR AR AR R R

Visit Afteroffice hitp.Vafteroffice.com/ to share files with others in this manner!

Figure 29. Email Sent to the Recipient

DropFile/Folder

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

Englizh | Stechar-Simplified | $W#char-Traditional | Bahasa

Sender: ccleong <ccleongd company vo. com. my:=>
Item: outlock-express-trouble.png (File)
Size: 1,080,157 bytes

Date Sent: Wed 29 Jun 2011 03:29pm +0800
Expiry Date: Mon 04 Jul 2011 03:29pm <0800

| Download | | Reject |

]
Figure 30. DroFile/Folder Download Page

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.

The DropBox

If the recipient happens to be one of the Storage Center users of the same domain, he/she will be able to
find the file(s) dropped in his/her DropBox. The number in the bracket indicates the number of files inside
the DropBox. The recipient can click into the DropBox and accept or reject the file(s).

Click on the [Accept] button, the recipient can choose to paste the file in any of the accessible desired
folder as in Figure 33 (just like you would Move or Copy a file).
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g
- Storage

B My Storage #L New Shortcut 7L Delete Shortcut &) Drop Box (1) & Shared ltems Search B

G} D Company Share

] Tips : Storage Center is the place where you can upload, store, and manage your private and company shared files. You may also create
=[] Company HomePage sub-folders to help better manage your files. You may navigate through the Storage Center by clicking on the folders.

+1-[] Private
B D Private HomePage
Bt D MNetwork Share

‘Ej Shared ltems B D D

Ly DropBox (1) I Company Share Company HomePage Private Private HomePage Network Share

@ Help

Figure 31. Drop Box

= 2

@ How: A user may choose to accept or reject the items presented here. To accept a dropfile (or dropfolder) means to make a copy of the item (and its content) to a destination folder of your
choice. To reject a dropfile (or dropfolder) means to remove it from the DropBox.

= DropBox Contents @
Name Size " Received From Expiry
| outlook-express-trouble.png 1.0 MB 30-Jun, 10:11am ccleong “ccleong(@company.ve.com.my” DE"J”"J:};;;E"” 6.0

Total items: 1 Size: 1,080,157 bytes

Figure 32. Accepting the DropFile

Figure 33. Paste the File(s) to Your Desired Folder

2.3.10 Search for Files or Folders

You can search for any files/folders through the [Search] function.

human * m

Figure 34. Enter the File or Folder Name you are searching for
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U search Result

Name Found in
. Human Touch - Button.JPG [Company Share/Sales/kit/AfterOffice Images/
| Human Touch - Web Interface. JPG [Company Share/Sales/kit/AfterOffice Images/
4. Human Touch /Company Share/Sales/kit/AfterOffice Images/

Total Matches: 3

Figure 35. The Search Results

2.3.11 Create Short Cuts

On “My Storage”, click on the [New Shortcut] button.

B My Storage l I New Shortcut 7L Delete Shortcut £ Drop Box (0) & Shared ltems Search m

1 [-] Company Share .
@ Tips : Storage Center is the place where you can upload, store, and manage your private and company shared files. You may also create

=1-[] Company HomePage sub-folders to help better manage your files. You may navigate through the Storage Center by clicking on the folders.

1 [ Private
=[] Private HomePage
=[] Netwark Share

_T: __/: / — _T: __/:
&' Shared ltems S D D S D
DropBox (0) Company Share Company HomePage Private Private HomePage Network Share
@ Help

Figure 36. Click on the New Shortcut button

Navigate to parent folder in which you want to make a shortcut for. Select the folder’s checkbox and click
on the [Done] button. You will be brought back to “My Storage” with the new shortcut as displayed in
Figure 37.

= Q Company Share @ Tips: Mavigate to a folder or file, select the item by checking the check box next to it to make a s
=E] Admin selection. To terminate create shortcut then click cancel.
=17 Archive
59 axhost (| / company share / Manual /
=11 Brochure
5B cCTV Sortby: Name ~» Date Size
- - ProductSheet/
=] Dev _ =] :—J _

" B Incoming Created 05-Feb-2011, 09:34pm
&89 Junk === VO User Manual /
=7 Manual ’ erl 05-Feb-2011, 09:19pm

=171 Marketing -
= |---| storagesync.odt

Figure 37. Select the folder for shortcut and click on the [Done] button.
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L New Shortcut 7L Delete Shortcut £ Drop Box (0) = shared Items

@ Tips : Storage Center is the place where you can upload, store, and manage your private and company shared files. You may also create

Il i office

Search

sub-folders to help better manage your files. You may navigate through the Storage Center by clicking on the folders.

Company Share

Company HomePage

——

{J

[Z vo User Manual

Private Private HomePage MNetwork Share

Figure 38. Shortcut is created on My Storage for the selected folder.

2.3.12 Encrypt and Decrypt Files

Select the file to be encrypted, then click on the [Encrypt] button to launch the below window.

B 1 Private / Manual /
Sortby : HName - Date Size J
| [~ AfterOffice Backup Configuration on
Wl Created 02-Jun-2011, 09:24am 2.7 MB
B - mail-iphone-setup.pdf
Created 07-Jan-2011, 12:33pm 1.2 MB
(= outlook-express-trouble.png
M Created 13-Jan-2011, 09-51am 1.0 MB
& )| User_Manual for_VO_storagesync.g
Created 04-Jan-2011, 02:35pm 4452
E .| Userguide_for_Storage_Center_201
W23 Created 04-Jan-2011, 04:54pm 2.9 ME
vo-project manager.odt
Created 11-Mov-2008, 04:05pm 19.6 K
O select Al Total items: &

Figure 39. The Encrypt Window

s

@ Encrypt - Mozilla Firefox

S¢ Encrypt @
In: [Private] /Manual/
| vo-project manager.odt
PassPhrase eesese
Repeat PassPhrase oooooo|
Delete original file immediately after successful encryption
& WARNING:
You will need to recall the PassPhrase in order to decrypt your file
later.
[ ok | o cance

Size: 8,676,763 bytes

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].
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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.

.| Vo-project manager.odt.enc
O |z 8 &
Created 30-Jun-2011, 09:37am - 17.9 KB

Figure 40. File Encrypted with the “.enc” extension after the Entire Filename

B I Private / Manual / Disk Usage: 69% TOSMB /
1GB
Sortby : Name Date Size
B )| AfterOffice Backup Configuration on CCTV.pdf n B
EEd  Created 02-Jun-2011, 09:24am - 2.7 MB
mail-iphone-setup.pdf
LA
EEA  Created 07-Jan-2011, 12:33pm  « 1.2 MB n B
outlook-express-trouble.png
]
EE  Created 13-Jan-2011, 09:51am - 1.0 MB n B
User_Manual_for_VO_storagesync.pdf
| LA | _for_VO_
EEd  Cregted 04-Jan-2011, 02:35pm  + 4452 KB G 8
Userguide_for_Storage Center_2010.pdf
| LA _for_ _ "
EEd  Created 04-Jan-2011, 04:54pm  + 2.9 MB o O
m | Vvo-project manager.odt.enc n B
——) Created 01-Aug-2011, 01:00pm = 17.9KB %
[ select All Total items: 6 Size: 8,674,951 bytes.

Figure 41. File encrypted with the ‘.enc’ extension after the Entire Filename

To decrypt an encrypted file such as that in Figure 40, 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 43.
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@ Decrypt - Mozilla Firefox = B ||
|_| http://vo.afteroffice.com/storage/bin/decrypt.cgi

[~] Decrypt @

In: [Private] /Manual/
| vo-project manager.odt.enc
PassPhrase eeeceee

™ Delete encrypted file immediately after successful decryption

Figure 42. Decrypt Window

.| Vo-project manager.odt
[ |E
— Created 30-Jun-2011, 09:44am - 196 KB B n

Figure 43. 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 Report.

The [AVScan] here will be useful if you are saving attachment from AfterOffice Webmail to Storage
Center.
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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.

Y Storage Sync 1.91.0 l = e
File  Edit Help
STORAGE Thu 16-Jun-2011 11:31:26 AM
SYNC
Setti
MyPrafile - FHngs
elat Local Folder
Test C:/bfterOffice_Manual
E;t:;lok Femote Folder wikki [afteroffice.com]
NOC2 /Privatest anual
Avomnasher -
Selection | Schedule | Options |
Filez | Falders
Include Copy al
Include subfolders
Copy empty subfolders
s Exclude Copy newer files only
4 } [7] Delete in destination if nat in zource
Profiles
[ MHew ] [ Delete ]
[Hename] [ Clane ] Ciun
IM_I,IF'n:nfiIe" will run on Thu 16-Jun-2011 1:01:00 P

%

Figure 44. 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 At least 300Mhz CPU clock speed, 128MB RAM, and 20MB of free disk space.

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

Want to automatically backup your photos or files? Have access to your digital stuff anytime, anywhere? Or maybe
share your photes directly from your desktop. You can with afteroffice Storage Center.

* Download StorageSync

To install StorageSync on your computer, simply download the relevant version below, run the installer and

follow the easy set-up process

[flgl'ﬂ Windows “L Mac 0S X A Linux

7T &XP Version 10.5.8+ e Ubuntu & Fedora
Latest Release: 1.91 Latest Release: 1.91 Latest Release: 1.91
Download Download Download

Figure 45. 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.

StorageSync 1.91.0 Setup I.El_lﬂ_h,l

Welcome to the StorageSync 1.91.0
Setup Wizard

This wizard will guide you through the installation of
StorageSync 1.91.0.

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

Click Mext to continue,

[ Mext = l | Cancel |

Figure 46. Run the StorageSync Setup Program and Follow the Wizards
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StorageSync 1.91.0 Setup )l
Choose Install Location
Choose the folder in which to install StorageSync 1.91.0, @
i

Setup will install StorageSync 1.91.0in the following folder. To install in a different folder,
dick Browse and select another folder, Click Mext to continue,

Destination Folder

C:\Program Files\StorageSync Browse...

Space required: 6.6MB
Space available: 215.-1GE

Mullsoft Install System «2.0

[ < Back ][ Mext = ] [ Cancel

Figure 47. Choose Your Destination Folder or Let Wizard Chooses

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

StorageSync 1.91.0 Setup |
Installation Options page
Select installation options you want, @
i=F

Additional Installation Options

Start StorageSync when Windows starts

Mullsoft Install System vz2.0

[ < Back ][ Install ] [ Cancel

Figure 48. Click the [Install] Button to start the Installation
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StorageSync 1.91.0 Setup

(=] )

Completing the StorageSync 1.91.0
Setup Wizard

StorageSync 1.91.0 has been installed on your computer,

Click Finish to dose this wizard,

| Run StorageSync 1.91.0

[ Finish ] | Cancel

Figure 49. Click [Finish] to launch StorageSync

Il office |

Click the [Finish] button to launch StorageSync. Immediately, StorageSync will prompt you to setup

account as in Figure 50.
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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” t00.

File  Edit Help

hu 16-Jun-2011 12:40:54 PM

STORAGE
@ SYNC

- Login Info )
Thig iz the main login information that will serve i
az the defaults for the other login profiles. -
Server wo. afteroffice. com <
Login
Pazsword Save password
[] 55L login
[ Cancel ] [ Ok ] ders
- ily
1 k i fot in zource
Profiles | | ’
[ =1 ] [ Delete ]
-Sa'-.fe
[ Rename ] [ Clone ] il

Figure 50. Setup your Login Account
If you are using your own domain, i.e. abc.com.my, then your login information should be:
Domain “abc.com.my” - Server: “vo.abc.com.my”.

Username “user” > Login: “user@abc.com.my”.
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The following example in Figure 51 shows an account with Sub Domain provided by AfterOffice.

File  Edi Help

STORAGE
q@ SYNC

Login Info

Thiz iz the main login information that will serve
az the defaults for the other login profiles.
Server O, COMPANY. o, com.my
Login davidiZcompary. o, com. my
Pazsword Save paszword
S5L login
’ Cancel ] [ Ok ]
1 b if fiot in source
Frofiles
[ e ] [ Delete ]
[ Rename ] [ Clone ] ki

Figure 51. Setup Login Account with Sub Domain from AfterOffice

In the above example, the Sub Domain provided by AfterOffice is “company.vo.com.my” and the
username is “david”. Therefore,

Sub Domain “company.vo.com.my” = Server: “company.vo.com.my”.
Username “david” = Login: “david@company.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 51.

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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File  Edit

Settings

Local Folder

|
Browse

Remote Folder

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

T "

A
Copy emphy subfolders
Copy newer files only

Delete in destination if not in source

Exciude

Figure 52. Click “No” if first time installing StorageSync

" @ Storage Sync 1910 N llic e

File

Local Folder

| Browse
|

Femote Falder david [compar wocom. my)

Selection | Schedule | Optionz |

Files Folders

Include Copy all
[¥] Include subfolders

[¥] Copy empty subfolders

Copy newer filez anly

1 Delete in destination if not in source

Figure 53 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.

. Login Info

Thiz iz the main login information that will serve
as the defaults far the other login profiles.

Seryer | vo.afteroffice.con <

Login vikki@afteraffice. com

Password | oo Save pazzword

S5L login

| Cancel | [ Ok |

Figure 54. 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 54.

STORAGE Thu 16-Jun-2011 1:2:48:36 Phd
SYNC
Settings

b wPrafile -
eCat Local Folder
Outlook, Remate Folder wikki [afteroffice. cam)
HOC Browse >
MOC2

Figure 55. Click on [Browse] of the Remote Folder

Next, click on the People Symbol circled in red in Figure 55 and launch the “Login Profile” window.
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r 3

Browse Remote Storage

| ol
@ @@ wikki [afteroffice. cong) (ﬁ
!

H

i Comparny HomeFage,!
Compary Share.
Metwark Share/
Frivate/

Frivvate HomePage,

4 ¥

Folder: & Files: 0

’Eancell ’ Ok ]

=

[

Figure 56. 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.

Login Profile

|l ze thiz profile'z login infarmation below
Cerver o, afteraffice. com €

Login vik kif@afteroffice. conn

Password B Save password

| Cancel | | ok |

b - |

Figure 57. 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

o Edit

e Help
3.5.1 File

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

Export

Be sure that [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

Al wour profiles zettings can be exported and saved at the
remote zerver. |t will appear az a archive file and can be uzed
to reztore wour profiles uging the Impart funchion az part of data
[Ecovern) process,

Remate file to store the profiles

APrivates_staragesync_profiles. ¥z

Butomatically export b remnote after sethings chanosdg

(e ) [0

Last exported on: Unknown

L

Figure 58. Export profiles to Remote (Storage Center)
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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.

r %

Import profiles from Remote

Remate file ta restare from

/Privates_storagezpnc_profiles. 7z

WAARMIMNG: Thiz action will replace ALL exizting run profiles
with a previouzly exparted zet of run profiles.,

Catizel ] ’ Ok l

k E.

Figure 59. 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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Il office |

3.6 Create Profiles to Backup/Restore/Synchronize

3.6.1 What is 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 60.

3.6.2 Select the Local Folder

STORAGE
@ SYNC

b uPrafile
elat
Test
Outlook.

M eeting
Live Demo
MOC
MOC2
Avomaster

Profiles

| Mew | | Delete |

|F|ename| | Clone |

Figure 60. Profiles

“—

kyPrafile
eCat
Test
Cutlook,

ki eeting

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 61.

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 62 for
the 3 types of direction setting. Change the setting by clicking on the icon.

Settings Logs

Local Falder

C:AdfeerDffice_Manual Browse
" Remate Faolder wikki [afteroffice. com)
/Privvatet anual Browse

Figure 61. Local/Remote Folders and Direction Setting

Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved. 38



User Guide: AfterOffice Storage Center Aftem

Local-to-Remote Remote-to-Local Bi-directional
(Backup) (Restore) (Synchronize)

Figure 62. 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 63. Remember to save your setting by pressing the [Save] button. Once it is saved, the
[Save] button will be grayed out as below.

A Storage Sync 1.91.0 I. = ihj

File  Edi Help

STORAGE hu 16-Jun-2011 2:41:33 PM
SYNC

Settings Logs

kpProfile -
elCat Local Folder
Test ? C:/bfterffice_Manual
Clutlook, f‘, Famate Falder vikki [afteraffize. com)

) ' /Private/Manual
keeting
HEEEDE'-”D Schedule Optiohs

NOC2 PR .
Svormaster [] tives Startat [0Z-[00 &M

Ewvemday at the time zpecified abowve

Prafiles

[ MNew ] [ Delete]

[Hename] [ Clatie ]

l]uu:utes" will run on Thu 168-Jun-2011 5:54:00 Pk

Figure 63. Schedule the Backup. Remember to [Save] the Setting.
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3.8 Manually Run A Backup

Il office

To manually run a backup at anytime, just click the [Run] button as in Figure 63. 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 C:/AferOffice_Manual

}' Remote Folder| /Frivate/Manual

wikki [afteroffice. com)

Verifping access nightz ...

| Cancel || futo Proceed |

e

Figure 64. 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 C:itfrerQffice_

b anual

Remote Folder| /Frivate/tanual

wikki [afteroffice. com]

[ltem name] [Date] [Size] [Auction] [Fem “
/
AfterQffice Backup Configuration on CC| 2Jun-11 324 2827414 2-Jun
mail-iphione-setup. pdf FJan11 1233 13039384 7-lan
outlook -express-trouble. png 13-Jan-11 351 108057 Copy-x
Jzer_Manual_for W0 _storagesync.pdf | 4-Jan-11 14:35 455869 4-lan
|Jzerguide_for_Storage_Center_2010.pd 4-Jan-11 16:54 2989247 Copy-r
Fi 11} I
Folders: 1 Files: & Size: 8.3MB Size to transfer: 3.9ME Action ltems: 2
Rieady | Cancel | . Proceed |

L.

Figure 65. 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

Item 1 of 2
Joutlook-express-trouble.png

File copy progress Elapsed Time

| 1 iLe 1? SE0

Transfered TMB of 1MB (97.8%) Est. F%es'::mmg

Overall progress Elapsed Time

F— | 1min 13 §e-c

Transfered 1MB of 3.9MB [26.0%) [13.1KB/s] Est. Remaining
3 min 45 sec

[ Cancel ] [ Minimize ]

Figure 66. Transfer Progress

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

r N
Transfer Progress

Time taken: 3 min 23 sec
Files transfered: 2
Subfolders created: 0
Files deleted: 0
Run result:  ALL Transfer OK, No Vius Detected

Check log for details.

Figure 67. 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.

£y Storage Sync 1.91.0 |£|_|_J
File Edit o
STORAGE | Thu 16-Jun-2011 3:34:37 PM
SYNC
Live Uema o Settings Loge
eCat

StorageSync version: 1.91.0

Meeting Time Started: Thursday, June 16, 2011 3:03 Ph
NOC Profile: b anual
Wac2 Fun Type: Manually invoked
Avornaster Local Folder: C:AAferOffice_banual
Test Remote Folder: Private/Manual
Remate Login: vikki@afteraffice. com [wo.afteroffice. com)
Outlook,
alicia o Copy to remate file foutlook-express-trouble. png: OF
Tina I Copy to remote file /Userguide_for_Storage Center_2010.pdf: OF
[untes ) .
Time takern: Imin 23 zec [19.6KB/1)
Database 'F"_"" Back‘" Size kransfered:  3.9ME
D atabazel-Differentia |tems ransfered: 2
Storage Subfolders created: 0

Itemz deleted: 10
Run result: ALL Transfer OF, Mo Wius Detected

Profilez

| MHew | | Delete |

| Copy to clipboard |

|F|ename| | Clane |

|"E! uotes" will run on Thu 16-Jun-2011 5:54:00 Pk

e

Figure 68. 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 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
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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.

Sethings Logs

Local Folder
C: /i feiDffice_Manual
o Rermote Falder wikki [afteroffice. com)
APrivatest anoal

Selection | Scheduls I Options |

Files Folders

Include Copy al
Inziude subfalders
Copy empty subfolders
Exclude Copy newer files only

[7] Delete in destination if not in source

Figure 69. 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
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.
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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”,

Il office |

report.doc”, "resume.doc".

The patterns use the following characters to represent wildcards.

Wildcard pattern

*
?

[xy]

Examples:

Example pattern

*
* *
*XI[st]
a*

*.2?

myfile.mp3

What it means
means to match anything number of characters.
means to match any one character.

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

What it means

matches all names!

matches only filenames that has a dot in it.

matches filenames that end with .xIs or .xIt

matches filenames that begin with "a" or "A", matching is case insensitive.
matches filenames that end with two-letter extension.

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

*.com, *.exe, *.bin

What it means

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 Schedule Uptions

S5L file transfers Encrypt & compress remate files [*.enc)
| ety after transfer Paszword
V| Send log report by e-mail Fepeat it
| Only after a scheduled run
ze alternative E-mail address: 4| Anti-viniz scan

| Enable rezumption of transfers [*.part]

Do ot sbart even if many errars | Uze delta-transfer, if pozsible

Run

Figure 70. 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.
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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.

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 52 or the following figure.

File  Edit

STORAGE
4@ SYNC

Help

Settings

Local Folder
Eiemote Folder

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

Copy empty subfolders
[T] Copy newer files only

Exclude

[7] Delete in destination if nat in source
Profiles

[ Mew ] [ Delete]

[Flename] [ Clane ]

Figure 71. Click [Yes] to Restore all your StorageSync Profiles from Storage Center

3.12.1 Restore Profiles

At the prompt as in Figure 71, click [Yes] to restore Profiles from Storage Center (the remote server).

. Import profiles from Remote

Remate file to restare from

APrivated_storagesync_profiles. 7z

WOARMING: Thiz action will replace ALL exizting run profiles
with a previously exported zet of run profiles.

[ Cancel ] E Ok {

[

Figure 72. Click [OK] to restore the Profiles
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Then proceed by clicking [Yes].

Warning

Are you sure you want to proceed?

[ Mo ] [ Yes

Figure 73. Click [Yes] to proceed

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

File  Edi

Help
STORAGE L 1B-Jun-2011 3:46:05 P
SYNC
Settings
Local Folder
1
7 B
Import profiles from Remote |
| | office. com)
Request

You must restart StorageSync before continuing.

[ Close this Program

Successful -- You should restart StorageSync now.

[ Copy newer files only

[] Delete in destination if not in sounce
Profiles

[ e ] [ Delete]

[Heneme] [ Clohe ]

Figure 74. Successful Profiles Import. Restart StorageSync.

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.
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2% Storage Sync 1.91.0 El_lﬂ
Fil=  Edit Help
STORAGE hu 16-Jun-2017 2:41:39 PM
SYNC
Setlings
kA yProfile a
eCat Local Folder
Test ? C:/tifterffice_Manual
Uutlook f, Femate Folder wikki [afteroffice. com)
_ ' /Private/t anual
heeting
Live Demo : -
Selection
NOC | Schedule I Optionz |
MOC2 ?'—|
Avomazter hes Folders
Include Copy al
Include subfolders
Copy empty subfolders
- Exclude Copy newer files only

L L [7] Delete in destination if nat in source

Profiles
[ Mew ] [ Delete ]
[ Renarme: ] [ Clore: ] il

uates" will run on Thu 16-Jun-20171 5:54:00 P

Figure 75. 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
(Backup) (Restore)

Figure 76. Change Direction Setting from Backup to Restore

For profiles that are originally and already in Bi-Directional Setting (Synchronization), just [Run] will
restore all files and folders of that profile.
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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 77. 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 I fon 8-Mow-2010 2: 2729 P
SYNC
Settings Lags
&fterffice -
Mutact Local Falder
estorage D/ afteraffices/s ales kit BErowse
; demnal b my YV Rernote Folder ging [afteraffice. com]
. Trairing JCompary SharesSales kit mj
5k databaze )
MNOC 3
MWOC2
Photos and Images Startat |[01:/00 Ak
glacaomp
Futures Trading

Figure 78. Make Sure the Direction Setting, for the “One” individual, is Local-to-Remote

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

Il i office

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.

STORAGE bon 8-Mowv-20710 2:38:23 P
SYNC

AfterOffice 5

Settingz

Local Falder
O fafterofficessales kit

M utact
estorage
demol oy

Company Share!5 ales/kit

Trairing
5k databasze
HOC

m

Femote Folder gjng [afteroffice. com)

Browse
Browse

MOC2

Photoz and Images
glocomp

Futures Trading

Startat |08-/00 |AM

Figure 79. 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 run].

| S election I Scheduls | O phicrs |

[] 55L file transfers [7] Encrypt & compress remote files [% enc]
Yerify after tranzfer Fazzword
Send log report by e-mai Repeat it

[] Orly after a scheduled wn

lze alterative E-mail address: Anti-vinig scan

dani@ahe. com sunnyiEeln com chioe Enable resumption of transfers [*.part]

[ Do not abort even if many ermors Usze delta-transter. if poszible

Run

Figure 80. 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).

Hutact . Settings Logs

&storage Local Falder

':Emgﬂ-ll'huﬂy C:/Jzerz/l ) ser/Documentz /M anagement Reportz Browse

ales Ki . .

Training Femote Falder zng [afteroffice. com])

Sh database | Erowse
MOC

MOCZ | Selection | Schedule Option: |

Phaotoz and Images  |E

gloconmp [] 55L file ransfers [T] Encrypt & compress remate files 7 enc)
Futures Trading Werify after transfer Password

Perzonal Reneat it

marketing Send log report by e-mail R

BB [] Only after a scheduled run

Wanguard [7] Usze alernative E-mail address: Anti-virus scan

. ; - Enable rezumption of transfers [ part)

Profiles [C] Do rat abort even i many erors Use deltatranster, if possible
[ Mew ] [ Delete ]
Save
[ Fename ] [ Clone ] Fiun

Figure 81. CEO receiving Management Reports from the Management Teams
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Reports folder.

Il i office

‘ 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

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 CEO’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

Mutact -
estorage

demol . ho.my

AD Sales kit

Training

S databaze

MNOC

MNOCc2

Photog and Images  |E
glacomp

Futures Trading
Perzonal

marketing

BB

W anguard

4 F
Profiles

[ e ] [ Delete]

[Hename] [ Clote ]

Settings Logs

Local Faolder

R ermote Faolder

| Selection | Schedule | Options |

C:/Uszers/User/Documents/S ales Reports

/Company Share/Management Reportz/S ales Reportz

Browse
gjing [afteroffice. com]
Browse

[T] 55L file transfers
erfy after transfer

Send log report by e-mail
[ Oy after a scheduled run
Ilze alternative E-mail address:

ceo{@abe. com, directurs@abc.cnrr‘

[ Do rot abort even if many emrors

[] Enciypt & compress remate filez [*.enc]
Pazsward

Fepeat it

Anti-viruz zcan
Enable rezumption of transfers (% part]
|1ze delta-transfer, if pozsible

Save

Figure 82. Sales Manager Sharing Sales Reports to the CEO or Directors
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4.1.2.3 Email Notification

Please refert0 4.1.1.3

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 Tue 9-Mow-2010 2:55:29 P
SYNC

estorage A Settings Lags

demoT -h':'-”_"-'f' Local Faolder

'?'D _S_E'IES Ki C:/Uzers/ser/Finance

raining . .

S database Fremate Falder zihg [afteraffice. com]

MWOC /Private/Finance
WOC2

Photoz and Images | S eleckon | S chedule Options |

glocamp L

Futures Trading 7 [] 55L file transfers [] Enciypt & compress remate files [* enc
Pericln.al Werify after transfer Fassword

mark.eting .

EE Send log report by e-mail Repeat it

Waniguard [] Only after a scheduled wn

b anagement A eport lUze alternative E-mail address: Anti-virlg zoan

< ; M Ce{,j@ahc_mm, coot@abe. com Enable resumption of transfers [ part]

Frofiles [C] Do nat abort even if mang erors Use delta-transter. if possible
[ e ] [ Delete ]
-S ave

[ Rename ] [ Clone ] Fun

Figure 83. One-To-One Individual Sharing with Private Folder in Storage Center

4.1.3.1 One: Direction Setting at Local-to-Remote (Backup/Restore)

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].
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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.

Settings Logs

Local Folder
C:/Ugerz/ ) zer/Finance
Remate Falder zjng [afteraffice. com)

fMetwark, Share/Finance

| S election | Schedule Optiong |

[ 55L file transfers [ Enciypt & compress remate files [* enc)
Werify after transfer Pazzword
Send log report by e-mail Repeat it

[] Only after a scheduled rwn

("] e atemative E-mal addiess: Anti-irs scan

Enable rezumption of transfers [*.part)

[] Do ot abort even if many erars Use delta-transfer. if possible

Run

1]
Figure 84. 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 COO, the sharing could be both

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

4.1.3.4 Email Notification

Please refer to 4.1.1.3
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4.2 Share Files and Folders Among Al

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 | Lags

Local Folder

C:AUsers/zer/Documnents/M anagement Reports
Femate Folder gng [afteraffice. com)

fCompary ShareM anagement Reports

| Selection | Scheduls Optiar |

[] 5L file transfers [7] Encrypt & compress remote files [7.enc)

Werify after transfer Pazsword
Send log report by e-mail Repeat i
[] Only after a scheduled wn
IJze alternative E-mail address; Bntving sean
uzerl @abc. com, user2@abe. com Lzer Enable resumption of transfers [ part]
[] Do not abort ever if many erors Use deltartransfer, if possible

Figure 85. Sharing files and folders with Synchronization

4.2.2 Email Notification

Please refert0 4.1.1.3
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Chapter 5: Access Storage Center Via WebDAV

5.1 Understanding of WebDAV

= -~ ~
= Pojan's Wehkolde \

You can use Microsoft Web Folders, Mac OS WebDAYV or Linux Korqurer Izl I'E'Iucc,mp”H”Pﬂga

browser to open your folders in the AfterOffice Storage Center, right from 3% Company 5 hare

your desktop. Using a WebDAYV client, you may drag and drop a file or a _| ;..Ewig.waaeag-

folder from your local folder to your web folder on AfterOffice Storage P [j TV Shakiz

Center or vice versa. - {0 Pivate HoePage

\\_ 4] Publi Share J

5.2 Setup Web Folder on Windows Explorer

Create a Web Folder in Windows 98 or Windows NT

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

2. Windows Explorer will open.

3. Locate 'Web Folders' in the left directory listing.

4. Click on 'Web Folders'.

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

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

7. Click 'Next' to continue.

8. A window asks for your user name and password. Enter your email address and password.
9. Check the 'Save this password' box for future use.

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

11. Click 'Finish'.

12. A Web folder named “AfterOffice Storage Center” is now created and ready for use.

13. To access it, double click on it.
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14. Please note: you create a shortcut of this folder on your desktop.

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

Create a Web Folder in Windows 2000 - Me

1. In Windows 2000, right click on the 'My Computer' icon on the desktop and then left click on 'Explore'.
2. Windows Explorer will open.

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

4. Click on 'My Network Places' in the left directory listing.

User Guide: AfterOffice Storage Center Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved. 66
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 panel of the explorer, select ‘My Network places'.
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3. In the 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. In the '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.

The following 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 Figure 85.

[

-~ Blank Page - Windows Internet Explorer

"ﬁ. [V]ﬁra o -

.\---/. .\-_-/.

‘BN Edit view Favorites Tools  Help

Mew ko —_— . _ N
m I l i - B - &b - [GhPage - G Toos -
| Edit with Microsoft FrontPa |

Save As..,

>

Page Setup,..
Print... Chrl+HP
Prink Prewview. .,

Send »
Import and Export. ..

Properties
Wiork Offline
Close

Done & Internet F100%

Figure 86. Select File>Open on your web browser
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A dialog box will appear as shown in Figure 87 after you have performed as instructed in Figure 86. 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.

— Typethe Intemet address of a document or folder, and

=| Intemet Explorer will open it for you.

Cipen: | I ivo.afteroffice. com:8085 M

Open as Web Folder

l oK I[ Cancel H Browse... l

Figure 87. Type the full URL to the VO server on the given field

After you have completed the above a dialog will appear as shown in Figure 88 Type your full email
address in the "User name:" column. And proceed with your AVO password. Click OK when done.

The WebDAV client will attempt to connect to the Storage server. The Storage directory will be shown as
follow:

The server vo.afteroffice.com at WebDav Storage requires a
username and password.

Warning: This server is requesting that your username and
password be sent in an insecure manner (basic authentication
without a secure connection).

User name: | ﬁ user @afteraffice.com A |

Password: | Ty |

Remember my password

[ OK H Cancel ]

Figure 88. Key in your full email address and password to connect to the server
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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.

.5 .:= Edit Vie :;— :‘::5- Help ‘a.

Q) Back ] F F F O search [ Folders [-
: Address |E£| http:/fvo.afteroffice.com:8085f t] Go
Mame & Internet Address Size
3 Company HomePage http: /fvo.afteroffice.com:8085/Company3:2. ..
Other Places | Company Share http:/fvo.afteroffice.com:8085/Company3:2. ..
g weh Folders [CINetwork Share http:ffvo.afteroffice. com: 8085Metwark 32,
My Documents [ Private http:ffvo.afteroffice. com:8085/Private
— CPrivate HomePage htip: /fvo.afteroffice.com: 808 5/Private %20, ..
\d My Metwork Places
£ 1M1 [l]
5 objects

Figure 89. The Web Folder shortcut in “My Network Places”

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 MacQOS, uploading a file to the Webfolder creates a duplicate file
starting with *_". We are working to resolve this problem.
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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 http://www.afteroffice.com/index.php/webdav and click on the following link:

Tutorial how to create a Web Folder

Figure 90. Video tutorial for WebDAV
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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

& Create New Folder @

Location : [Company Share] /
Mew Folder:  Human Resource

Description:  For HR Staff Only

CREATE g CANCEL

m

Access Control

Task Group Level

Update UCAR

Setting [ senice [ support ] webdesign voadmin [ user [ guest [ account hr 1

List Folder
Content [0 senice [ support [ webdesign voadmin ] user [ guest [ account hr 10

Delete Folder [ senice [ support [ webdesign voadmin ] user [ guest [ account hr 1

Rename

Falder [0 senice [ support [ webdesign voadmin [ user [ guest [ account hr 1
See Folder . . .
fVisible) [ senice [ support O webdesign voadmin [ user [ guest [ account hr 10

Create Files in
Faolder [ senice [ support | webdesign voadmin [ user [ guest [ account hr 1
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Upload Files . . .
into Folder [0 service [0 support [T webdesign woadmin [0 user [ guest [ account hr 10

Read Files in
Folder [T service [0 support [T webdesign voadmin [0 user [ guest [ account hr 1

Wirite to Files in
Folder O senice O suppart ] webdesign voadmin [ user [ guest [ account hr 1

Delete Files in
Folder [ senice [ support £ webdesign voadmin [ user [0 guest [] account hr

m

Fename Files
in Folder

O senice [ suppaort O webdesign voadmin ] user [ guest [ account hr

[T

Figure 91. Setting Up A New Folder for the HR Group

The example in Figure 91 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”.

[ ' company share/ Disk Usage: 29% 3GB/10GB
Sortby : Name ~ Date Size
B - 21:1::06&”-2006 11:2%9am - B u
0 J:.3\rr:::zia‘\t'I'E(]I;—Feb—2(]11 1:27am -« B n
0 Z:;z:t:S—Feb—QUH 12:06pm = B n
0 Srre::::dungiiay-mﬁ 03:53pm - B n
D g:::t:j 09-May-2011, 03:32pm - B n
" S Human Resource / B n

Created 15-Jun-2009, 03:54pm -

Figure 92. The Human Resource 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”.
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6.2 DropFile and DropFolder using DropTo Function

This feature can be applied to both Storage Center and 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 to arise 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.

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 mail 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.

3

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:

1. Save the .enc file in your desired folder.

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

4. Click on 'Files' at the menu icons to launch the File Manager.
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5. Click on 'Open' to browse for your .enc file saved at your desired folder.

6. Another window will pop up and the .enc file selected. Next click on 'Decrypt'.
7. You will be prompted for the passphrase. Key in the passphrase.

8. 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.

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]

B Wy Storage == ) vew e Search Q
[] Company Share T : f i i i
- W Tips : Move mouse over the files or folders and right click to obtain menu for selection of action to move, modify . or drop.
| Company HomePage
[ Private
L Private HomePage [ ! Network Share /
= i -
\l ™ Sortby: Name / Date Size
P < Cisco Monitering /
7 Shared Iltems
= a
Created 25-Apr-2011, 05:4%9pm - B a
™ DropBox (0)
" 2= Manual / n a
@ Help Created 16-Jun-2011, 03:07pm -
=we Simulation /
O
Created 11-May-2011, 05:57pm  » n °
1 & support! A o

Figure 93. Privately Shared Folders under the Network Share
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To view who share the private folder to you, click on the Item Property B , which is on the same row 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.

Item Properties

MName: Cisco Monitoring
Size: 6.8MB (7.150.589)
Owner:  lechoo@afteroffice.com

Description:  Folder of Share

Shared folder from:  lechoo@afteroffice.com

Access rights given: Read, Write

Dismiss this shared folder

Figure 94. 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]

3 My St ) Tips: View the folders you shared out to others, as well as folders others shared with you. Unsuccessful sharing can occur as a result of incorrectly typed
2 _y orage shared-to email address or the other user's domain is not hosted on the same vo server as your domain. Such entry will have the targeted email address displayed
o] Company Share in a striked out manner. The trashcan icon next to each entry can be used to remove a shared item.

7] Company HomePage
7 Prvate
2 D Private HomePage [tems from Me Items from Others

# D Network Share

Share Name From Read Write
] . -
p— Shared ltems 5} 1 Cisco Monitoring lechoo@afteroffice.com Yes Yes
(& DropBox (0) it 2 Manual gigi@afterofice.com Yes
@ Help [} 3 Simulation lechoo@afteroffice.com Yes
i} 4 Support gigi@afterofiice.com Yes Yes
i} 5 Test lechoo@afteroffice.com Yes Yes

Figure 95. Shared Items Showing All folders being shared to and from you

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.
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B I Private |

Sortby : Mame Date Size

Cam1/
Created 12-May-2011, 01:22pm

D —
=== CCTV/

Created 12-May-2011, 02:37pm

F == CCTV Camera Screenshot /
Created 12-May-2011, 02:37pm

«we Databasel/
Created 08-Jun-2011, 09:10am

O

Il i office

Disk Usage: 63% G46MB [
1GB

Figure 96. Click on the Item Property B 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

Mame: CCTV Camera Screenshot
Size: 4.0KB (4,096)
Owner:  vikki@afteroffice.com

Description:  Screen capture on the ccty camera.

Update Description

Share Folder

Shared to Write

i} lechoo@afteroffice.com o

O

Update Sharing

Shared As

CCTV Camera Screenshot

CCTV Camera Screenshot

Figure 97. Enter the Email Address of the Specific Individual

Once updated, your folder will look like the following figure.

& — CCTV Camera Screenshot /
i= Created 12-May-2011, 02:37pm

Figure 98. 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.
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Items from Me ltems from Others
My Folder Shared with Read Write Shared As
3 1. (Private/CCTV Camera Screenshot lechoo@afteroffice.com Yes CCTV Camera Screenshot

Figure 99. 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.

| ot | ocee I Wove o | mbox ‘T

Date:  Fri, 17 Jun 2011 12:14:53 +0800
Subject:  New Shared Folder =
From: vikki@afteroffice.com [ Add to Address Book | Block ]
To:  lechoo@afteroffice.com

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

Mew Shared Folder: INetwork Share/CCTV Camera Screenshot
From: vikki@afteroffice_com

Create flow (Click here to go to your Storage MNetwork Share} [Junk/Good/Help Desk] Delete

& show Images & Allow HTML & Allow Scripting & Allow External Resources Apply

Figure 100. Email Notification on New Network Share Folder

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 99, click on the Trash
Can and click [OK] on the confirmation below.

To reject a private folder being shared to you by other, click on

Dismiss shared item number: 1 the Trash Can as well then click [OK] to reject.
Are you sure you want to proceed?

[ OK ]l Cancel ]

Figure 101. Click [OK] to Confirm
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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/CasaDesa/,

you just have to replace the “index.html” with /property/CasaDesa will do, as shown in Figure 102 and
102.

| Company HomePage / property / CasaDesa / Disk Usage: 30%
B pany ge f property 3GB /10GE
Sortby: Name Date Size

o Lvingi RGR

EEN  Created 08-May-2009, 05:55pm - 103 KB

m

o || icon_Living3.JPG
BT Created 08-May-2009, 05:55pm  «  11.6 KB

o= icon MB2.JPG
EEN  Created 08-May-2009, 05:55pm = 10.0 KB

| & icon MB3.JPG
EEN  Created 08-May-2009, 05:57pm - 106 KB

7 | image_Living1.JPG
BTN Created 08-May-2009, 05:55pm - 39.9KB

Figure 102. Get the Name of the File that you would like to publish
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T ORGP G IPEGH et
iy - \ T : : - : e o s

m/property/CasaDesa/icon_Livingl JPG

_ Search ’! £ Facebook n Amazon 'E YouTube R Weather

Figure 103. 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.html.

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/Incoming/ 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.

Step 2. Go to [Profile] = [Admin Tasks] = [Group] and create a new group named “guest”.
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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

% | Show usage = Hide usage

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

click the [Create] button.

[y H
) Admin

Create new user at company.vo.com.my

[?] Please specify user preferred name | ¢ stomerupload |@cnmpany.vn.cﬂm.my

Rules for name:

. must not beging with: _.
. no spaces are allowed
. characters allow: abcdefghijklmnopgretuvesoyz 1234567350~

. at least Z characters length, must not over 20 characters

[ TR S U N

. not case zensitive

Password |7d2210a5fee19 |

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

Edit profile after account created

T

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

Email customerupload@company.vo.com.my

Fullname |customerupload

Alternate Email

Password (not shown)
Enable VO Login (web) POP3 Access
Expire Date MM/DDAYYY

Last access Today 10:07 AM (1 seconds ago) on create
Group  [Juser [ ]

Level |10 45

Email Disk usage 334K

Email DiskLimit 50 MB No change - MB
GBunit 0 ~ @

Storage Center disk space Access Storage (eafea)
lirmit
10.00 MB Mo change - MB
SMS Balance: 0: Topup:
Bulk email balance: 0: Topup:
Update

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

Group  [¥]user
] cctv %guest [ voadmin

Step 8. Now, go to [Storage] = [Company Share] and create a new folder named “Incoming”. Do NOT
click on [CREATE] yet.

4, Create New Folder @

Location : [Company Share] /

Mew Folder:  Incoming

Description:

CREATE CANCEL

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

Task

Update UCAR Setting
List Folder Content
Delete Folder
Fename Folder

See Folder (Visible)
Create Subfolder
Create Files in Folder
pload Files into Folder
Read Files in Folder
Write to Files in Faolder
Delete Files in Folder

Rename Files in Folder

Group
voadmin [] user [C] guest [ cctv

voadmin user [¥] guest [ cetv
voadmin ] user [ guest [ cetv
voadmin ] user [ guest [ cetv
vaadmin user [ guest [ cetv
voadmin ] user [¥] guest [ cetv
vaadmin user [ guest [ cetv
vaadmin user V| guest [ cetv
vaadmin user [ guest [ cetv
voadmin ] user [ guest [ cetv
voadmin ] user [ guest [ cetv
voadmin ] user [ guest [ cetv

Level

10

10

10
10
10

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.

(5] H
1 Admin

Public Access

Access name

Hew access point

User Access point

Access name | Customer Upload

As user customerupload (customerupload) -

Access point = Bookmark -

@ File Upload - Company Sharelncoming -

Options ] Single session for all access

[[1Require name

[ Require email

5y
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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].

Public Access @ Help
Access name User Access point 5 N E A
1. Customerf-t=t-—! — http:/fvo2?2 afteroffice.com/storage/binfuploa. .. i}

Open Link in New Tab
Open Link in Mew Window

New a
€W access po Bookmest: The Lank

Acces Sawve Link As...

Send Link... -
Acce Copy Link Location RS

This Frame 4

e Upmar = company Shareflncoming

Options [ Single session for all access
[ Require name
[ Require emall

MNew

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

Tor [Company Share]/Incoming/

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

File to Upload Description

!

Replace existing file.

Scan files for viruses

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
=T . '8 ~G —¥
a2 2 @hngy

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—> Documentations,
or click on the following link: http://afteroffice.com/index.php/support/documentations.

W Profile
N @ .
& — y Z /
[ e /
Password Appearance Theme Menu HTML Editor

B e o] O %‘i

Disk status Anti-virus Security Log Admin Task
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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 &) Admin
Account ’
Moniter Account Usage @ Help
Grou
- T User Package: VO Disk Resources
ona Quota: & Created:  N/A Email Disk space Storage Disk Space
Meetl
o Crested: 4 CBUnit 0GB
Lago . Quota: 50.00 MB Quota: 5.00 GB
\Webstals Balance: 1 Quota restriction:  Dynamic [—] | —
e — SMS Balance 0 {Allocated: 0) Bulk email balance: 0 Allocated: 16.00 MB Allacated: 40 00 MB
POP3 settings
FTP info Consumed: N/A Share: 1.00 GB
CCTV FTP
LAMP info
Public Access Account List
Global Junk control
Junk expiry MNew | | Show usage » Hide usage
HumanTouch
Global Email Rules Eort s N
+ | Export | + | Searc
Inail Footer
Wanage DNS Full name Name Email Quota Storage SMS  Group Level Expire
Make P: t
= 1 AVO Master - company.vo.com.my avomaster 30.00 MB 10.00 MB 0 ccty, voadmin 1
2. cetv-alert cetv-alert 5.00 MB 10.00 MB 0 user 10
3 customerupload customerupload 5.00 MB 10.00 MB 0 user guest 10
4. david david 5.00 MB 10.00 MB 0 user 10
5 mridzuan mridzuan 1.00 MB 10.00 MB 0 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.

Create new user at company.vo.com.my

[ 7] Please specify user preferred name @company.vo.com.my

Rules for name:

1. must not begins with: _

Z nospaces are allowed

3. characters allow: abcdefghijklmnopagrstuvawegz 1234567890
. atleast 2 characters length, must not over 20 characters

.not case sensitive

[ TR

Password ¢8863a770c3b7

Recommended Group [T Administrator (voadmin) General user (user)

Edit profile after account created [

Create
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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.

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.

Admin Task =

UCAR &; Admin
Account
Wonitor Group Edit
Group G i
— | Growpisales K
Meeting Enabled {(use as Group in UCAR)
Logo EERIE Member List
admin
Webstats bigmail [C] adam (Adam Apple) [T kmlee (kmiee)
SMTP settings finance [T alankum (alankum) [Tl1echao (leahoo)
e forum test K R
A IITEAIT T [¥] avomaster (AvO Master) [Mhisun isun)
Fublic Access guest [7] p2admin (b2badmin} Dlogisticmember[Iogisticmember} i
Global Junk control Ffo [C] p2omember (n2bmember) [T manager (manager) 1
Junk expiry ngstic Dbobby (Bobby Steward) [ meeiien (meeijen)
HumanTouch logistic cust [Z] prwizna (brwizna) [T mun (mun)
Global Email Rules management Dchrist(ChristnpherJohn} gn'en (pojen)
manymore I chrisi o &
marketing christie (christie) samesm (samcsm)
member logi [Z1 chunvi (chunyi) [T sctan (sctan)
:Jorgter cgtan (cptan) Ds'ng(sjng}
foe Dcustomerugload (customerupload) [ sschan (sschan)
sales
storageadmin Dderek(Derek) Dﬂtstaﬂ}
% [C] desianer (designer) [0 staff1 (staff1)
user Ddummy (dummy) [0 staft2 (staff2)
vyoadmin [Tl ecatguest (eCatGuest) [#Itdoo (tclon)
webmaster ¥ eleen (eleen) D@(test)
— [E1 eric (eric) [[test100 (test100)
[Tl esther (estner) [Ctest1d test11)
[C] esthert (esther) [ test12 test12)

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.

testl 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
T following steps that you will perform.

webmaster

Create
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8.4 Group Access Rights for the Storage Center Module
Step 3. Configure UCAR for Menu

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 Items.

Do .
ucar &, Admin
Account ¢
Honitor UCAR @ Help
Group
Portal Modules Access Control: Menu - Top Level Menu Access Control I
Meeting .
— Sgef'aL_ . Task Group
alesTr]
Webstats Menu [F]28group [ guest [E] marketing [ storage [[team_a & v
SMTP settings -agté“’"us ZUCAR Settings [ backup [[haha [ sales [ storage1group [testgroup Cw|=
POP3 seftings Backup - [ cctv [ hr [[] salesadmin [ storageadmin [[testingabc
r— Bulkmail [[Jecat [info [[] salesteam [] support [[Juser
Bulletin
CCTV FTP Calendar [F] 38group [[] guest [] marketing [¥] storage [[team_a E
LAMP info %1 EHome Menu [ backup [F1haha [ =ales [¥] storage1group [testgroup Ew
vl
Public Acee=s Contact? [ cctv [#]hr [[] salesadmin [] storageadmin [[Jtestingabc
Global Junk control Database [[lecat [#info [[] salesteam [ support [ user
5 Flow
Junk expiry Leave [F] 28group [¥] guest [E] marketing [¥] storage [[team_a Elwve
HumanTouch hﬂl'tsﬂ =Webmail ] backup [T haha [ sales [ storage1group [ testgroup Ew
Global Email Rules ﬁl : [ cctv Elhr [¥] salesadmin [ storageadmin [testingabc
Mail Footer Project [[Jecat [#]info [[] salesteam [ support [ user
Project?
Manage DNS Sales [ 38group [ quest [] marketing [#] starage [[Jteam_a [Ewe
Make Payment g_{ﬂ?a . #Profie ] backup [T haha [ sales [¥] storage1group [ testgroup Ew
—q_UCAR [ cctv Elhr [[] salesadmin [] storageadmin [[Jtestingabc
WebDAY [[Jecat [#]info [[] salesteam [] support [Fuser
Webmail
WebStats [ 38group [ quest [] marketing [#] starage [[Jteam_a [Ewe
- ) [[] backup [[lhaha [ sales [ storage1group [ testgroup Ew
“rBulletin . i _
[ cctv Elhr [¥] salesadmin [] storageadmin [[Jtestingabc
[T ecat [#]info [[] salesteam [#] support [ user

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

ii. Logout

iii. Help

iv. 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

Il i office

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

UCAR
Account
Monitor

Group

Portal

Meeting

Logo
Webstats
SMTP settings
POP3 zettings
FTP info
CCTV FTP
LAMP info
Public Access
Global Junk control
Junk expiry
HumanTouch
Global Email Rules
Mail Footer
Manage DNS
Make Payment

»

Do )
&, Admin
’
UCAR @ Help
Modules Access Control: Storage - Storage General Control
Special Task Group
SalesTrk
Menu [F138group [ quest [C] marketing [ storage [[team_a
Anfivirus backu haha sales storagelgrou testgrou
B2B AUCAR Setting backup 0 0 _ [l storage1group [ltestgroup
Backup - [ cetv E hr [ salesadmin [ storageadmin [[testingabc
Bulkmail [ ecat [ info [ salesteam [ support [Fuser
Bulletin
Calendar [F138group [¥] quest [C] marketing [ storage [[team_a
Catalog . [ backup [ haha [ sales [ storage1group [¥]testgroup
Contact Access Public Share . ) !
Contact? [ cctv [ hr [[] salesadmin [ storageadmin [[testingabe
Database [ ecat [ info [ salesteam [ support [ user
Flow
Leave [¥] 38group [ quest [C] marketing [ storage [#]team_a
'ﬁﬂ]iﬁﬂ s c ah [ backup [ haha [ sales [¥] storage1group [¥]testgroup
eetin Access Company Share =
I:'ro—ﬂleq pany [ cetv ¥ hr [ salesadmin [ storageadmin [[testingabc 5
Project [ ecat [ info [ salesteam [ support [ user
Project?
Sales [F138group [ quest [C] marketing [ storage [[team_a
g{“s s c u . [ backup [ haha [ sales [ storage1group [[testgroup
rage Access Company HomePage
%‘ pany g [ cetv D hr [[] salesadmin [ storageadmin [[testingabc
WeTDAV [ ecat [ info [ salesteam [ support [ user
Webmail
WebStats [¥] 38group [¥] quest [C] marketing [ storage [[team_a
) [ backup [ haha [ sales [ storage1group [[testgroup
Access Own Private . ) !
[ cetv E hr [ salesadmin [ storageadmin [[testingabc
[ ecat [ info [ salesteam [ support [ user
[ 22group [¥] quest [C] marketing [ storage [[team_a
s Own Private H . [ backup [ haha [ sales [ storage1group [[testgroup
Access Own Private HomePage
g [ cetv D hr [[] salesadmin [ storageadmin [[testingabc
[ ecat [ info [ salesteam [ support [ user
[ 22group [¥] quest [C] marketing [ storage [[team_a
) [ backup [ haha [ sales [ storage1group [[testgroup
Using Metshare . ) !
[ cetv E hr [ salesadmin [ storageadmin [[testingabc i
[ ecat [ info [ salesteam [ support [ user
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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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.

Home Email Profle  Bulletin ~ Meeting  BizApp SMS Leave  Storage r  Project  Contact

& Storage
- g
— S o

&[] Public Share — : : ; ; :
D Company Share W Tips : Move mouse over the files or folders and right click to abtain menu for selection of action to move, modify | or drop.
D Company HomePage

D Private

: Disk Usage: 30% aGB/ ~
&[] Private HomePage B [ Company Share /

10GB
5[] Network Share Sortby: Name » Date Size

= Admin/

B (o
W shared ttems /' Created 06-Jul-2006, 11-29am =

m

[ DropBox (0) " = Archive /

@ rel ! Created 06-Feb-2011, 11:27am -
elp

. ax-host/
' Created 12-Jul-2011, 03:34pm =

ko] Brochure /
' Created 04-Jul-2011, 01:18pm -

. CCTV/
' Created 09-May-2011, 03:32pm =

. Dev/
' Created 15-Jun-2009, 03:54pm =

" =5 Incoming /
' Created 13-Dec-2010, 01:49pm =

Click on the blue round icon with an ‘i’ in the middle, at the same row of /Company Shar e/, 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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D\fterl

Step 5.1 Actions and Access Control under Items Properties (Company Share Folder)

Item Properties

Mame: Company Share
Size: 160.7MB (168,510,067)
Owner:  [system]

Description:

Update Description

Access Control

Task

Update UCAR
Setting

List Folder
Content

Delete Folder

Rename
Folder

See Folder
(Visible)

Create
Subfolder

Create Files in
Folder

Read Files in
Folder

Write to Files in
Folder

Delete Files in
Falder

Rename Files
in Folder

Group

voadmin [C] webmaster [ logistic_cust [C] member_logi [C] storageadmin [ raot [ hr [C]
marketing [ forumadmin [ info [ finance [ order [£] admin [ user [ guest [ zales [
account [ management

voadmin [l webmaster [T logistic_cust [C] member_logi [C] storageadmin [£] root [Z] hr (£
marketing [T forumadmin [ info [ finance [C] order [ admin user [ guest [ sales E
account [ management

voadmin [C] webmaster [ logistic_cust [ member_logi [ storageadmin [ root E nr B
marketing [T forumadmin [ info [T finance [C] order ] admin [ user [ guest [ sales [
account [ management

voadmin [C] webmaster [ logistic_cust 0 member_logi 0o storageadmin [ root E hr &
marketing (2] forumadmin [ info [Z] finance [ order [ admin [£] user [ guest [ sales [0
account [ management

voadmin [C] webmaster [ logistic_cust [ member_logi [ storageadmin [ root El hr B
marketing [T forumadmin [ info [ finance [C] order [ admin user [ guest [ sales [
account [ management

voadmin [C] webmaster [C] logistic_cust O member_logi O storageadmin O root O ne @
marketing (2] forumadmin [ info [Z] finance [ order [£] admin [ user [ guest [ sales [
account [ management

voadmin ] webmaster [ logistic_cust [C] member_logi [T storageadmin [l root [C] hr [
marketing [T forumadmin [ info [ finance [C] order [ admin user [ guest [ sales [
account [ management

voadmin ] webmaster [C] logistic_cust [C] member_logi [ storageadmin [ root [ hr [
marketing [ forumadmin [ info [ finance [ order [l admin user [ guest [ sales [
account [C] management

voadmin [C] webmaster [ logistic_cust ] member_logi 0 storageadmin [ root B br @
marketing [ forumadmin [ info [£] finance [ order ] admin [ user [ guest [ zales [
account [ management

voadmin [C] webmaster [ logistic_cust O member_logi [ storageadmin [ root E hr B
marketing [ forumadmin [ info [ finance [ arder [ admin (2] user [C] guest [ sales [
account [C] management

voadmin [C] webmaster [ logistic_cust O member_logi O storageadmin [ root B nr B
marketing [ forumadmin [ info [ finance [ order ] admin [ user O] guest [ sales [

account [C] management
Update UCAR
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Step 6. Configure Group Actions for Sub-Folders under Company Share

Item Properties

D\fterl

Mame: Incoming
Size: 4.0KB (4,096)
Owner:  avomaster@company.vo.com.my

Description:

Update Description

Access Control

Task

Update UCAR
Setting

List Folder
Content

Delete Folder

Rename
Falder

See Folder
(Visible)

Create
Subfolder

Create Files in
Folder

Read Files in
Falder

Write to Files in
Folder

Delete Files in
Folder

Rename Files
in Folder

Group

voadmin [C] webmaster [ logistic_cust 0 member_logi [l storageadmin [ root E hr E
marketing [ forumadmin [ info [ finance [ order [ admin [ user [ guest [ sales [
account [C] management

voadmin [C] webmaster [ logistic_cust 0 member_logi [ storageadmin [ root E br E
marketing [ forumadmin [l info [ finance [ arder (2] admin user guest [ sales [
account [C] management

voadmin [C] webmaster [ logistic_cust ] member_logi ] storageadmin [ root E hr &
marketing [ forumadmin [ info [ finance [ erder [£] admin [ user [ guest [ sales [
account [ management

voadmin [C] webmaster [ logistic_cust [ member_logi [l storageadmin [ root [ hr [
marketing [ forumadmin [ info [ finance [ order [ admin [ user [ guest [ sales [
account [ management

voadmin [C] webmaster [ logistic_cust [ member_|logi [ storageadmin [ root E br B
marketing [ forumadmin [ info [ finance [ order [l admin user [ guest [ sales [
account [ management

voadmin [C] webmaster [ logistic_cust 0 member_logi [ storageadmin [ root E br E
marketing [ forumadmin [ info [ finance [ order [ admin [ user guest [ sales [
account [C] management

voadmin [C] webmaster [ logistic_cust ] member_logi ] storageadmin [ root E hr &
marketing [ forumadmin [l info [ finance [ arder (2] admin user [7] guest [ sates [
account [ management

voadmin [£] webmaster [ logistic_cust [ member_logi [ storageadmin [ root E v £
marketing [2] forumadmin [ info [Z] finance [ order [ admin user [ guest [ sales [
account [C] management

voadmin [£] webmaster [ lagistic_cust [C] member_logi [ storageadmin [ root [ nr [
marketing [Z] forumadmin [ info [ finance [l order £ admin [ user [ guest [ sales [
account [ management

voadmin [l webmaster [ logistic_cust [ member_logi [ storageadmin [ root [ hr [
marketing [ forumadmin [ info [£] finance [ order [£] admin £ user [£ guest [ sales [
account [ management

voadmin [£] webmaster [ logistic_cust [ member_logi [ storageadmin [ root E v £
marketing [ forumadmin [ info [C] finance [ order [C] admin [ user [£] guest [ sales [

account [Z] management
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 for 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.

P

Home Email Profile  Bulletin ~ Meeting  BizApp Storage  Calendar  Project  Contact  Logout

e ot @ v
Foider: [ S # Compose | & SMS | g Foder Seting + | % Update |
E :::i:x Total: 1-104/104
CEl oraft
Cq sent B = [Z subject Email Datew size I
[ Trash Delete| | [ + (info) info@loakafter.com Rolex For You 99% OFF! Rolex.com 2:33 PN 37K
b ?;FLL::[ Detete [ * e-Storage activated! (huat8803) =/ » e-Storage Team 233PM 04K
Configuration E| [ * Sales Management - Sales Report: Ekowood International Berhad estherchan@afterofiice.com 2:26 PM 04K
@ Folders [ * @ RE: Online Storage: AfterOffice Storage Center = ICT Support IDMS 225 PM 447 K
Address [ # &  FW:Hrdware Price = Sia Soon Aun 2124 PM 2834 K
2] Rules 0o * Re: Fwd: [Sol] RE: Marketing with WebSMS < Esther Chan Z10PM 36K
z g:;:.::l [ E * @ Re: [dev] Storahe new Ul BUG - Gigi's schedule = Pojen 2:07 PM 18K
Ctatistic [} # & [HR] JobStreet Year End and Xmas promotion < =ben@jobstreet.com= 2:06 PM 108K
[Z] Junk Setting [ E * Tl : e-storage Ul 2.0 - IR hiTAE = pojen@afterofiice.com 1:52 PM 03K
Tools El ] * Sales Management - Sales Report: | PRINT SOLUTION lily@afteroffice.com 1:27 PM 02K
) sus History ] + &% [Sales] | PRINT SOLUTION>Brochure : WebSMS < liy 123PM 1634K
E ::::::rk (] * &3 [Sales] Pusat Computer RT=Brochure : WebSMS = lily 1:19 PM 1633 K
,,» To Do List I} ¥ Sales Management - Sales Report: Pusat Computer RT lily@afteroffice.com 118 PM 03K
[ Transtt [ E # £%: Enhancement - coding sub tab under task detail ITiE : PM enhancemepojen@afterofiice.com 117 PM 1K
Queue [ E + {15 : Enhancement - coding sub tab under task detail IiiH : PM enhancemepojen@afteroffice.com 1:15 PM 13K
=l £ é’o Calac] HATEL €7 €NK BUNsARrachors - Wah SIS ) lilw 1-12 PM 1R 1K T
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9.2 Bulk Email Marketing (BEM)

.. Bulk Email Marketing (Balance: 0 Credit)

Home Send History
@ Ppaste your contact list here @ Email Detail @
email.full_name.tel.id Bounce :
senvice@company.vo.com.my.Service & Support.603-1111,888 david(@company.vo.com.my
guest@lookafter.com,Mr Foo,7777888.889

From :

service@company.vo.com.my

To :
"[full_name]" [email]

Subject :
Email subject here 1312267689

Text :
(Sample) -
Dear [full_name],

m

Please be informed that your phone number is: [tel],
and Jogin ID is [id], and your email is [email]

) Upload CSV File Regards, i
Semice.

) Use CSV file in Storage Center ¥ HTML {opticnal}l @

Field sep

Attachment @

Auto -
Browse_.

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

& 9 % . :ﬁf :;\_'h el " --_-E‘ - D i

Hu?ne Ehail Prﬁﬁle Bulletin -~ Meeting  BizApp Sales SMS Storage  Calendar Prﬁjed Contact  Logout

o ¢ eCatalogue

Cwaningex [ o Category
Basic Sefting R R
Settingsize
Field Setting
Edit Category
Edit Category
Edit tem ==
View Catalogue Icon Sort Order Category Name Products Subcategories Action
charég 1 chrsg 0 1] Modify | Delete
Doma'g Registration 100 Domain Registration Service 2 0 Modify | Delete
ervice
Bank-in setting
Email Service 100 Email Service 0 o Modify | Delete
Storage Senice 100 Storage Service 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
/E\ display and promote their services or goods on the Internet. Visitors to the
— 37 merchant's site can browse, search, and make enquiries.

= &
= 4 & &L The owner can change or update the pricing, description, information,
\”" = "‘ %. p: / display priority, pictures and so on of the product any time, through a web
‘ &= = J based control panel. Besides immediate updates on your website's product
\________-fff‘ ) 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

Send SMS i@ Help

Gateway  International Gateway -
Quota: 114 (SMS Available: 114)

From:  AfterOffice ALERT [Limit]
Country  Malaysia =
Phone: [57 Address Book
Message

160 characters allow or 70 characters allow for Unicode (Chinese efc.)
Celcom, Digi and Maxis allow 153 characters only, and 63 characters for

Unicode.

160 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.

1 e K —
Home Email Profile Bulletin Meeting BizApp Sales 3 Storage Calendar

| Day | Week | Month | Year |
<z Noy »>
[sqm|r|w]T]F]s) . .
; 2 5 4 5 & CALENDAR:: Add Event | Create New | | Sharing | | Search Appontments | | Setting |
7 8 2 10 11 12 13 Event Detail
14 458 16 17 18 18 20
5 . Calendar 5J's Appointment -
21 2 23 24 25 B X
78 23 30 Title (160 chars max.) |Meetjngwiﬂ1Jason
Description =
Today is: Nov 15, 2010
Tomorrow's event
@ ] Date Year 2010 - Month 11 - Day 17 -
Time: Event )
Time 3 = :058 = PM «
None
Duration  : 0o
[
Help_tools: Show Busy
Reminders
& Tutorial (@ Help
Remind Minute = L
By SMS -
Other Mail Address or
Mobile No. 012-389 1535
-
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Chapter 10: Frequently Asked Questions

10.1 How to prevent someone in the same group from modifying a file while I 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 I 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

F

(~ Inbox - Microsoft Qutlook

File | Edit VYiew Go Tools Actior
Mew 3
l- -
Open 3 ed
= Close All Itermns =
pbs
N all
Atta ents p L
Folder » fe:To
Data File Manageme&.. 'J
Import and Export... j
Archive... b o
Page Setup » H
Print Prev H
s Print... Ct+P L. ye
Work Offline
Exit H

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. User Guide: AfterOffice Storage Center Copyright

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’.

Copyright © AfterOffice.com Sdn. Bhd. All Rights Reserved. 92



User Guide: AfterOffice Storage Center Aftem

Account Settings L 22

Data Files
Cutlook Data Files

E-mail | Data Files |RSS Feeds I SharePoint Lists I Internet Calendars I Published Calendars | Address Books

g Add... S5 Settings... @9 SetasDefault % Remove [ Open Folder..,
Mame Filename Comment
Archive Folders archive.pst in C:\Usersluser\AppData'Local\Microsoft\Outlook
Personal Folders Outlook. pst in C:Wsersuser\AppDataLocal Microsoft\Outook Default
. .y
Personal Folders ﬁ
General
Mame: Personal Folders
Select a d Filename:  C:\Usersluser\AppDataiLocal\Microsoft\Outiookioutl | | [play the Tell Me More. ..
folder tha Dutlook,
Format: Personal Folders File
Changes the password used to access
[Change Password... ] the personal folder file
Reduces the size of your personal
[ Compacthon | giscrfe

Close

Comrment

Ok ] [ Cancel Apply

10.5 How do I 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 OE’.
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
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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.

" s UBS Accounting Systerm 84 Propertics "% For UBS, you just right click on the application-> [Properties]
Secury Detsis e and pull out the following dialog box. The folder you find at
Geners St Compataty [Start in:] is the one that you will want to copy and paste in to

[#BS  UBSAccouniing Sysiam 9.4 the [Local Folder] of the StorageSync to backup.

o MYOB

B o By default, MYOB saves its data file within the program

Stat in: C:\UBSACCS0 folder ie  c:\myob<version>\<filename> .myo or

Shortcut key:  None \<filename>.dat depending on version for example,

Run: [Nomal window 7 C:\MYOB15.

Com;::'ﬁle e e (ki So in the case of the example, you will select C:\AMYOB15 as
your 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

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

10.8 I 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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