(=3 Workshare:

Workshare Desktop App

User Guide

February 2018



Workshare Desktop App User Guide

Table of Contents

Chapter 1: Introducing the Workshare Deskiop APp .....cceeveeieieieiiiiieccccc e, 4
What is the DESKIOP ADP 7 ceeieeiiiiie e e e e e e ettt e e e e e e eaaaes 5
Key features of the Workshare desktop app......ccooovviiiieiiiiiiii e, 5
SYSIEM rEQUIrEMENES ... et e et e e e e e 5
INStalliNg the DESKIOP APP .. i ieeeiieeieee et et e s e e e e e e e e e e eeeeaaanes 6
Logging into the desktop app for the firsttime ..., 7
WOrkshare SYNC fOIAEN........uueiiei e et e e e e e 8
Getting Started with the Desktop APPD ...eeeeriieiiieii e e e 9
Workshare desktop hOme Page........oovvviiiiiiiiii e, 10
Chapter 2: Uploading FilesS........coooiiiiiicie e e e e 11
AAAING FIlES .o et et e e e e e e e e e e e e e e sa e an e e e e eesraa s 12
Adding files via the SYyNC fOlAer ... e 17
Restoring Deleted Files ... e 18
Chapter 3:  File Synchronization ... e 20
Default SynChronization ..............oooiiiii e 21
Pausing SYyNChronization ..............oooi i e 21
Selective SYNChronization..............ooii e 22
CheCKING SYNC PrOGIESS ....ceiiiiiiiiiiiiiee ettt sttt e e e e e ettt e e e e e e st s e e bbb e e e e e e e e annneeeeeas 24
Synchronization CONFlICE ...........uuiiiiie e e 25
Chapter 4: Sharing Files SECUrelY ... 27
Sharing from the DESKIOP AP ....uuuuuuuriiiiiiieiiiieiiiieee seessi e eeeee seaaeeaannnnnnnnnne 28
Emailing links to shared folders .............uuiiiii i e 30
Adding members to shared folders ... 30
Copying links to shared folders......... ..o e 31
Adding MEMDEIS 10 GrOUPS ... eeiiiiiiiittce e et e e e e e e e e e e aeeaees 32
The @ MENTION ..o e e e e e s 33
Copying lINKS tO GrOUPS ....cceeeeiiiiiieee et e e e e e e e e e e s 33
Sharing fileS 10 GroUPS......ooieeeee e 34



Workshare Desktop App User Guide

Copying liNks t0 Shared fil€S.........cccooiiiiii e e 36
Sharing via the SYNC FOIEr..........iiii i e e 36
Sync folder right-Click OPtiONS ........ccoiiiiie e e 37
Controlling ACCESS 10 YOUI FIlES......ccooiiiiiieee e e 37
Setting permissions fOr GrOoUPS .......cooiiiiiiiiiie e e e 37
Setting permissions fOr fOlAErS ..........oooiiiiiiiiiiie e 39
Chapter 5: Collaborating ..........cooiiiiiiiiii e e 41
Collaborating using the DeSKIOP AP ....uuuuuuurieiiiiiiiiiiieiieeee seeaseee e eeeee seaeeaannns 42
AddING COMMENTS.....coiiiiiiii e e e e 42
AAAING VEISIONS ... e e e 43
Adding versions via the SynC folder ... 47
Comparing using the DESKIOP APP ...uuuuuuuuuririiiiiiiieiiieeeee sessssesnseseseeneseeeeeeee seaaaannnnnnn 48
Chapter 6: CONfIQUIING .......eeeiii i e e e e a e e 49
Configuring the Workshare DeSKIOP APP .....uuurrururiiiiiiiiiiiieieeeeciiiiiiieeeeeeeeeeeeeeeeeeaaas sanees 50
Appendix A.Quick Tour of the DeSKtOP APP ....uurrrrriiiiiiiiiiiiiieee e e e e e e e e aaae e 56
MEIN WINAOW ...ttt et e e e e e e e e e e et nne e 57
Desktop app OPLIONS. ... e e 57
Desktop APP MENU Bar.......cooiiiiiee e e 58
Desktop App System Tray [CON .......eoeiiiiiiiiiiieeeeeee e 59
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Chapter 1: Introducing the Workshare
Desktop App

e What is the Desktop App?
¢ |Installing the Desktop App
o Getting Started with the Desktop App



Introducing the Workshare Desktop App

What is the Desktop App?

The Workshare desktop app synchronizes your Workshare content to your Mac or PC.
You can then use the app to enjoy all the benefits of Workshare from your desktop while
offline or online, leaving you free to work from anywhere without compromising document
security.

Key features of the Workshare desktop app

The desktop app provides a window into your Workshare online content. Its key features
are as follows:

« Synchronization — Synchronizes groups, files, folders, comments and more
between Workshare and your desktop. Users can be selective about what is
synchronized to reduce the storage footprint on their local machine. If users are
working offline, as soon as they’re back online, the new versions, comments,
activities are uploaded right away.

o Collaboration — Enables users to view and edit files in their native applications and
then save back to Workshare as new versions.

» Presence indicators and access notifications — Shows when collaborative parties
are online, viewing or making changes in real-time, giving full insight into the
collaboration as it progresses.

 Integration — Integrates Windows or Mac OS with the Workshare collaboration
environment and links Workshare directly to everyday applications. Users can save
files directly into their local Workshare sync folder from where they are synced to
Workshare online.

The desktop app is installed as part of the Workshare Professional/Protect/Compare
installation or you can log into Workshare on your browser and download it from the
Download Centre.

System requirements

The desktop app is certified against the following environments:
o Microsoft Windows 10 (x64)
e Microsoft Windows 7 (x86)
o Apple macOS Sierra
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Installing the Desktop App

The Workshare desktop app is included in the Workshare Professional/Protect/Compare

install.

Additionally, the install file can be downloaded from the Download Center in Workshare.
Click Download and the appropriate install file (for Mac or Windows) is downloaded.

To install the desktop app in a Windows environment:

1.

3.

Double-click the Workshare.Desktop.Setup.exe file. The license agreement is
displayed.

Select the | agree to the license terms and conditions checkbox and click
Install. The desktop app is installed.

Click Close. The login window is displayed.

To install the desktop app in a Mac environment:

1.

2
3.
4

Double-click the Workshare.dmg file.
Drag Workshare.app into the Applications folder. The desktop app is installed.
In Finder, click Go > Applications.

Double-click Workshare.app. The login window is displayed.
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Logging into the desktop app for the first time
In order to use the desktop app, you must have a Workshare account as you use your
Workshare login credentials to log into the desktop app.

5 Worishare o U
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(=) Workshare

Welcome, |et's get started
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If the desktop app was installed as part of the Workshare Professional/Protect/Compare
installation, your administrator will have set up a Workshare account for your company and
you will have received a Workshare welcome email requesting you to validate your user
account. (Simply click the link in the welcome email.)

Your administrator may have set up single sign-on (SSO) so that you can use your regular
company credentials to log into Workshare.

To log into the desktop app:

» Standard login: Enter the email address and password you used to sign up for
Workshare and click Sign In.

« Single sign-on: Enter your company email and click Continue. If SSO has been
set up, enter your standard user name and password in the authentication dialog
displayed. If SSO has not been set up, you can return to the Workshare login.

Once you have logged in, your Workshare files and folders start to synchronize to your
desktop.
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Workshare sync folder

The Workshare sync folder is where your Workshare content is stored locally. It is
displayed in File Explorer under Quick access (Windows 10) or Favorites (Windows 7 and
8) or in Finder under Favorites.

=Y |2| = | Workshare - O >
Home Share Wiew : 0
« v 4 & Workshare w| @ | Search Workshare o

~
w [y Workshare

> @ Folders
> &i] Group Files

v [ This PC
> i 3D Objects
» [ Desktop
> @ Documents
> * Downloads
> J! Music

Folders Group Files

» =] Pictures

2 iterns A=

In your Workshare sync folder, you will see all your Workshare files and folders, grouped
as follows:

« Folders: Includes all your shared files/folders as well as your private files/folders in
the My Files subfolder.

o Group Files: Includes folders with the same names as the groups you’re sharing in
Workshare. In each group folder, you’ll see the files and folders shared in the

group.

If you add, update or delete a file in your Workshare sync folder, it will be added, updated
or deleted in Workshare too. Similarly, if you add, update or delete a file in Workshare
through the web app on a browser, the changes will be seen in the Workshare sync folder.

The Workshare sync folder is a local folder named and located, by default, as follows:
o Windows: C:\Users\[user name]\Workshare

o Mac: /Users/[user name]/Workshare
The icon to the left of a file/folder icon in Explorer/Finder indicates their sync status:
.
5 Waiting to be synchronized or synchronization is in progress

v I Synchronized
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You can change the location of the Workshare sync folder in Preferences > Sync Settings,
described on page 54. You can also change which Workshare files are synced to your
desktop, described in Selective Synchronization.

Getting Started with the Desktop App

After the desktop app is installed, whether as part of the Workshare
Professional/Protect/Compare installation or using the executable downloaded from
Workshare, a shortcut is installed on your desktop (Windows) or in your dock (Mac).

To open the desktop app:

» Windows: Double-click the desktop app shortcut on your desktop or from the Start
menu, select Workshare.

o Mac: Click Workshare Connect for Desktop on the dock or in Finder, click
Applications > Workshare.

The login page is displayed.
To log into the desktop app:

o Standard Login: Enter the email address and password you used to sign up for
Workshare and click Log In.

» Single Sign-On: Click the Log in with your company credentials link to see if
SSO has been set up then enter your company email in the page displayed and
click Next. If SSO has been set up, enter your standard user name and password in
the authentication dialog displayed. If SSO has not been set up, you can return to
the Login page.

The desktop app main window is displayed with the home page displayed.
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Workshare desktop home page
The desktop app home page shows notification cards which update you on any comments
made on your shared files.

) Warshere | X
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=
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Shznead it Munildy Progress Reoorls Shared i Menlhly Frogiess Reports UM NS CRHLES
Added by mz Al dozuments
llez Charlotte signed off on this?" "This piease review the wording of this
Jeremiah Woodwerd prataph v 11 DRCLMCNYS

ASCOCate Jeremiah Woodward
Associae

PECIP| F
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The desktop app window and menu options are described fully in Appendix A: Quick Tour
of the Workshare Desktop App.
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Uploading Files

Chapter 2. Uploading Files

e Adding Files
¢ Restoring Deleted Files
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Uploading Files

Adding Files

You work in the desktop app in the same way as you would through your browser. So you
can add most file types to existing groups or folders, or create new groups and folders. If

you add files via the desktop app, they will sync to Workshare online and you will be able

to access or view the files from any device.

You can clean metadata from your files or convert them to PDF before you add them,
making sure they are secure and safe.

Note: Files added via the desktop app will be synchronized to Workshare online by
default. However, if you have selected that specific folders do not synchronize then files
added to those folders will not be synchronized.

To add files via the desktop app:

1. In the desktop app, browse to the folder where you want to add the files.

2. Click Oj.

5 Werkshare u p

Ole Yew Ll

iy
Search a = Open workehars folder [ selective sync @ Files up o dale ~ Ellzabeth Morrie | ’I v

Monthly Progress Reports marer E m

B Monthly Crogress Reports

Most Recent - Y Find | ‘B 0-3 E (a2 r';}

Warkshzre Connect for Deskicp
Laat Ackvity
5 minses ago

Dizgand s and (ulde e
; ; Gt Workanare Connee:
© o seectfiles hom yous deshlup for Mobilc
pccomber.doc
MociNed by Elzabety Mok - T3 KE
F comcne

Januzry. pdf

P

B |-
maewss | Created by Cizabeth Momiz - 19226 KD = 3 ]
(T) Manage cornes |
..
P FCLDER ACTIVITIES
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Drag and drop files from your desktop or Explorer/Finder or click or select files
from your desktop and browse to the file or files you want to add. The following
page is displayed.

=) warkshare >
Document statistics, footers and other hidden metadata were detected
in your file.
How would you like to proceed?
Clean files
o
Remove metadata
Convert to PDF 0
] Convert selected file(s)
Why should you clean or convert your files?
Continue I | Cancel
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4. If you want to remove metadata from your files, leave the Remove metadata
checkbox selected. To select specific metadata to remove from each file, expand
the Clean files section and then expand each file.

=) Workshare X

Document statistics, footers and other hidden metadata were detected
in your file.

How would you like to proceed?

Clean files &
Remove metadata
[ﬁ_‘l Sample Original Document.doc A

Select metadata to remove:

[] select all
[+] Document Statistics: 5
[~] Footers: 3
[] Footnotes: 15
[+] Built in Properties: 2
Headers: 3

Viaw risk rennrt f_[

Why should you clean or convert your files?

[ ] [ ot |

5. Select or deselect the specific metadata types. For example, you might want to
remove all white text and document statistics but keep all fields.

6. Do this for all the files you are adding.

14
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7. If you want to convert your files to PDF, leave the Convert selected file(s)
checkbox selected. To convert only some of the files you are adding, expand the
Convert to PDF section.

=) warkshare >

Document statistics, footers and other hidden metadata were detected
in your files.
How would you like to proceed?

Convert to PDF '@ ;[
Convert selected fila(s)
@'_1 Sample Original Document.doc
E_‘: Sample Modified Document.doc
Select format: @ PDF () PDF/A
Allow users to: -
Select Al
Print
Edit text
[] Coov text and/or araphics |

Why should you clean or convert your files?

8. Deselect any of the files you don’t want to convert to PDF.
9. Select whether you want to convert the files to PDF or PDF/A.

10. If you selected PDF, you can select one or more of the security options as required:
= Print: Enables recipients to print PDF files.
= Edit text: Enables recipients with Adobe Acrobat Distiller to edit PDF files.
= Copy text and/or graphics: Enables recipients to copy graphics or text directly
from PDF files.
= Add comments: Enables recipients with Adobe Acrobat Distiller to add
comments to PDF files.

11. If you selected PDF, you can set a password to protect the PDF files by entering
the password twice. When a password is specified, recipients can only open the
PDF files after entering this password.

15
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12. Click Continue. The file is cleaned and converted according to your selections.

L_—j Waorkshare >

Your files have been processed according to your selected settings and
are ready fo upload.

Files to be uploaded:

File name Status
Sample Original Document.doc @ Cleanad
'J_.“ Sample Modified Document.do... @ Cleaned & Converted

| Upbad || Cancel |

Tip! You can click the file name to open it and see what it looks like cleaned
and/or converted.

13. Click Upload and your file is uploaded to Workshare.

Note: In order for the file to upload to Workshare online, the selected folder must
be set to synchronize.

16



Uploading Files

Adding files via the sync folder

You can also add files to Workshare by simply copying or saving files into the Workshare
sync folder. Any files or folders put in this folder will be synced to Workshare so you can
access them via the desktop app, via a browser or via the mobile app.

If you have selected that specific folders do not synchronize then files added to those
folders will not be synchronized.

If you want to clean metadata from your files or convert them to PDF, you must do so
before adding them to the sync folder or use the Workshare desktop application to add
them to Workshare.

To copy/paste to the Workshare sync folder:

Drag the files or folders you want to add into your Workshare sync folder.

(N E| = | Matter 77 - Romeo v Juliet — O x
Home Share Wiew e
i v P <« Folders » Matter 77 - Romeo v Juliet v D Search Matter 77 - Ro.. @
v 5 Workshare-ElizabethMorris = MName Date modified Type
v @ Folders &) Emails 201600:42  File folder
@ 01039697 - GoodSmith, Gregg & U 5%' FAQs - Deployment Options WHS.docox 1608:38 Microsoft Word
@ Ainsley's folder for cool people @af‘ WS Connect - Mew Feature.docx 26/07/2016 09:39 Microsoft Word
@ All hands + talent show pictures é{f‘WS Hybrid Storage Installation Guide.docx 2016 09:40 Microsoft Word
@ Blood Samples
@ Documents
» @ Draft Guides
@ Getting Started B
> @ Inbox ; -
aQ Letters W
@/ Limited Editions :
> @ Matter 77 - Romeo v Juliet |$ Move to Matter 77 - Romeo v Juliet |
» i@ My Files
. = { ;I PRSP | R o < >
4items {if:

To save files to the Workshare sync folder:

1. Open a file — this can be any file, for example, a Word file, a PowerPoint
presentation or an image file.

2. Click Save As.

3. Browse to the Workshare sync folder in your Favorites. By default this folder is
located at Users\[user name]\Workshare.

4. Browse to a location in Workshare and select an existing folder or create a new
folder.

5. Click Save. Your file is now saved in the Workshare sync folder and it is
immediately synchronized to Workshare (if the selected folder is set to
synchronize).

17
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Restoring Deleted Files

From the desktop app, you can access the Workshare recycle bin where you can restore
any of your accidentally deleted files, folders or groups. The recycle bin lists all your
Workshare files and folders (those you own) that have been deleted — you may have
deleted them using a web browser, from the desktop app or directly from the Workshare
sync folder.

Note: When you have deleted files and folders from the desktop app or the Workshare
sync folder, you will only see the deleted files and folders in the recycle bin after
synchronization.

The desktop app provides a window into the Workshare online recycle bin so if you are
offline, you will not be able to access the recycle bin.

To access the recycle bin:

Click Recycle Bin in the left panel.

57 Warkshare = ] ®
File Visw Felp

Search Q E [:_/J 9 Filas up fo date - Elizaboth Morris @ w
_ MINTON
Recycle Bin DRESDEN

Deleled les and ulders STAFFORD

Shew Me

L Mame Parent falder a | Nalated by Tned Ry Neletinn date
® Deleted by me

O Deleled by eeryuns she T Sample Madified lacument dn Meontkly Pro ~lizahaih ~izahath 3 minites agn

T Januery. pdf Mentbly Pro...  Eizabzih ... Shzabelh..  jusinow

» Files, folders and groups owned by you that have been deleted by anyone; and

In the recycle bin you can see:

» Files, folders and groups owned by anyone that have been deleted by you.
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. You can filter the list to see what was deleted by you and what was deleted by others.

» Click Restore All to restore all files and folders in the recycle bin back to their
original location.

o Click Empty Recycle Bin to permanently delete all files and folders in the recycle
bin.

To restore selected files:
1. Click Recycle Bin in the left panel.

2. Select a file or a folder (or several files and folders). The buttons change to Restore
Selected and Empty Selected.

L=y Workchare — O b4
File View Help

Search Q B F’J o Tiles up to date ~ Elizabeth MoTis @ b 4
) MINTON
Recycle Bin DRESDEN
Deleted tiles and tolders STAFFORD

Show Ve

Hame Parent foidzr s Deleted by Cwimed By Deletion date
® Deletad by me
Delated by everyone clse il TA Sample Modified Docurnenido. . Monthly Pro. . Elicabeth . Elizabelh . 4 minules agu
T January.pef Monthly Pro... Elizabcth .. Elizabeth.. moments agoe

3. Click Restore Selected to restore the selected folders and files.

19



File Synchronization

Chapter 3: File Synchronization

e Default Synchronization
e Selective Synchronization

e Synchronization Conflict
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File Synchronization

Default Synchronization

By default, the following files are synchronized between the desktop app and Workshare
online.

o Files you add to My Files
o Files you add to a shared folder or a group that you own
o Files others add to a shared folder or a group that you own

So if you add any of these files to Workshare via a web browser, they will be synced to
your desktop and you will be able to access them from the Workshare desktop app (or
sync folder). Synchronization works both ways so if you delete any of these files from the
Workshare desktop app (or sync folder), they will be deleted from Workshare online and
you will no longer be able to access them via a web browser.

Synchronization between your desktop and Workshare online occurs in the following
situations:

» When logging into the desktop app

 When a new event occurs on Workshare online, such as a new file uploaded or a
new version added

» When a new event occurs in the Workshare desktop app (or sync folder), such as a
new folder created or a file added

+ When the desktop app has been offline and then you go back online
+ When clicking Refresh in the desktop app
« When clicking Update and Sync in the Selective Sync page

Pausing Synchronization

You can pause the sync process at any time, for example, if you have a slow connection,
and then restart it when convenient. When paused, no synchronization occurs between
your desktop and Workshare online.

21



File Synchronization

To pause synchronization:
Click the desktop app system tray icon and select Pause from the menu displayed.
Synchronization stops.

Open Workshare App
Open Workshare folder

T o

Syncing 971 files
Pause

Refresh

Recycle Bin
Selective Sync...

Preferences...

QLRE T &

Help and support

o

Cuit Workshare

To restart synchronization, click the desktop app system tray icon and select Resume.

Selective Synchronization

You can modify the default synchronization settings so that fewer files and folders are
synchronized to your desktop in order to reduce the storage footprint on your local
machine.

22



File Synchronization

To select folders to synchronize:

1. Click the desktop app system tray icon and select Selective Sync or from the File
menu in the desktop app main window, select Selective Sync. The selective sync

page is displayed showing the root folders on Workshare — Folders and Group
Files.

=) Workshare — O =

Select folders to sync to your computer.
Syncing is paused while you make your selection.

¥ Selectall ¥ Automatically sync new folders shared with me
™ [0 Folders >

M [0 Group Files

Update and Sync ‘ Cancel ‘

Note: Syncing is paused while you make your selection.

2. Click a folder to display its subfolders.

3. Select the folders that you want to synchronize between Workshare and your
desktop by selecting the checkbox to the left of the folder/subfolder name.
Selecting or deselecting a folder will automatically select/deselect the subfolders
belonging to the folder. However, you can select a folder but then manually
deselect some of its subfolders. Use the Select All checkbox to quickly
select/deselect all folders.

Note: By default when a folder or group is shared with you it is selected for
synchronization. To change this, deselect the Automatically sync new folders
shared with me checkbox.

4. Click Update and Sync. All folders with a selected checkbox will be synchronized.
The progress of the synchronization is shown in the desktop app status bar and in
the sync progress page.

23
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Checking sync progress
The sync progress page shows the folders and files currently being synchronized.
To display the sync progress page:

When synchronization is in progress, select Sync Progress from the View menu.

=) Workshare Sync Progress s [} *
User name, file name, type or folder = . ‘u'
Name Folder Size Progress Last Updated By ™
E] ShutdownService.html server 10 KB l 100% l Michael Ward
Downipad Completed
@ SMTPMessage.html class-use 10 KB [ 100% I Michael Ward
Downipad Completed
E] package-use.html general S KB l 100% l Michael Ward
Downipad Completed
P [ 100% .
2 SynergyDemo.html Syner: 9 KB . Michael Ward
[£]  synergy ynergy e
E] SynergyDemo.html Synergy S KB l 100% l Michael Ward
Downipad Completed
[# InvalidAddressException.html class-use S KB [ 100% I Michael Ward
Downipad Completed
E] help-doc.html apidocs S KB l 100% l Michael Ward
Downipad Completed
@ Message.html class-use S KB [ 100% I Michael Ward
Downipad Completed
= WorkshareInstal.exe WP4 SR-1 Build 8147 60 MB LT Michael Ward
0% -
[ worksharelnterwoven.exe 8177 57 MB Michael Ward
[  worksharelnstal.exe Workshare 4 - RC1 57 MB . 0% ' Michael Ward
Waiting fo spnc
ﬁl WorkshareLondonSymbols.msi Build 6711 50 MB - U * Michael Ward
Wadting fo sync
ﬁ?}l WaorkshareLondonSymbaols.msi Build 6702 50 MB e ' Michael Ward W
< >
s Syncing - 327 files remaining

The status bar provides a summary of the sync situation and the sync progress report
provides a detailed view.

The files being synchronized are shown in a queue format. If you want to move a file in the
queue, for example, you want to upload a small Word document and it is being held up by

a large PowerPoint presentation, right-click the file you want to delay and select Lower the
sync priority.
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Synchronization Conflict

When there are sync conflicts between the desktop app and Workshare, you can see this
in the notification at the top of the desktop app window as well as in the desktop app
system tray icon.

d (1) - Notification

pe—
e

O System tray icon

Possible conflict scenarios include:

e You have opened a file from the Workshare sync folder on your desktop and you
are editing it. Meanwhile, in Workshare a new version is added to the file. When
you save the open file, a conflict is shown.

o Two users are working offline in the desktop app and make changes to a file they
share. User 1 goes back online and the revised file is synced to Workshare as a
new version. User 2 goes back online and a conflict is shown.

Note: In both scenarios, the file in conflict is still uploaded but is shown in red until you
resolve the conflict.

To resolve a sync conflict:

1. Click the arrow in the conflict notification.

A1) -

Synchronization did not
complete for: 1 files

Action may be required.

2. Click Manage conflicts.

Note: You can also click the desktop app system tray icon and select Conflicts
from the options displayed.

25



File Synchronization

3. Expand afile in the sync conflicts page by clicking Q. The options for resolving
the conflict are displayed. For example, you may want to add your file as the latest
version or overwrite your version with the online version. You can always opt to
keep both files involved in the conflict. Different options are displayed according to
the particular conflict.

59 Syre Conflicts *
Hara Ownar Date of cerflcs
= Pecembel'qoc . ) Tizabeth Marmis 12 minutes aga °
& Co=Users =heencaga = Workshare-ElizzbetrMeris = F = Monhly Progress Reports

Jeremiah Woodware has upcated this file while vou were coiting it
How would you [IKe to resolve this?

@ Kz2p botn (choose this oplion if you're not sure)

Keeping ooth files mzans vourfi e will be renamed

D Kespmy version Size: 24 KB Czte modified. 8 Feb 2018 1708
Add myversicn as tha latast cn Worksqare

O Kzep Jeremiah Woodward's version Size: TO KB Czte modified: 8 Feb 2018 17:08

Creerani.e iy wer sion un Dis cornputer

Resolve

4. Select the option you want to apply and click Resolve.

Note: When there are no conflicts, the sync conflicts page is not available.
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Sharing Files Securely

Chapter 4: Sharing Files Securely

e Sharing from the Desktop App
e Sharing via the Sync Folder

e Controlling Access to your Files
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Sharing Files Securely

Sharing from the Desktop App

It is useful to organize files into folders and you can create folders and subfolders in
Workshare via the desktop app as required. This is not only for organizational purposes -
folders give you the ability to share and collaborate on files online. You share folders with
other users and set access permissions for folders which are applied to all files and
subfolders within that folder.

When you share a folder with a user, you are in effect inviting that user to collaborate on
the files within the folder. That user becomes a “member” of the folder. All members can
access the folder and its contents in Workshare according to the permissions you set for
the folder.

Sharing a Workshare folder can be done from a browser or from the Workshare desktop
app. The end result is the same — the shared folder becomes a collaboration workspace.

You can also share folders in dynamic groups where you can have conversations about
your collaboration.

You may have an existing folder that already has files in it that you want to share or you
may have an empty folder that you want to add files to and then share or you may have
already shared a folder but want to add further members.

Sharing folders, files and groups works as follows:

o Folders: When you share a folder, users become members of the folder and can
access all files in that folder. You can add additional members to subfolders who
will have access to files in the subfolder but not to files in the parent folder.

o Groups: When you share a group, users become members of the entire group and
they can access all files and folders in the group.

o Files: When you share a file, users become members of the folder that contains
the file. Users can therefore access all other files in the folder. If the file is in a
group, users can access all files and folders in the group.

The following tables outline the different ways to share from the desktop app:

Share a folder
What you do... What you'’ll see...

In Folders, open any folder and click the = A new email message

Share Link button. You can send this email to anyone; the link to
the selected folder is in the body of the email
which is from you. Once the recipient clicks
the link, they become a member of the folder.
Refer to Emailing links to shared folders.
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Share a folder

In Folders, open any folder, except
those in My Files, and click the
Members button.

The Folder members dialog

You add members by email address; they
receive an email from Workshare with a link to
the selected folder and the folder is shared
with them. Refer to Adding members to
shared folders.

In Folders or Groups, select a folder’s
checkbox and click the Copy Link
button displayed, or click the folder’s
dropdown menu and select Copy link.

The Copy link dialog

You can copy the link to the folder and paste
it anywhere. Refer to Copying links to shared
folders.

Share a group

What you do...

What you’ll see...

In Groups, click the Members tab.

The Members page

You add members by email address; they
receive an email from Workshare with a link to
the selected group and the group is shared
with them. Refer to Adding members to
groups.

In Groups, open any group and click
More then Share.

The Share group dialog

You can copy the link to the group and paste it
anywhere. Refer to Copying links to groups.

Share a file

What you do...

What you’ll see...

In Folders or Groups, select a file’s
checkbox and click the Share button
displayed, or click the file’s dropdown
menu and select Share to group.

The Share to group dialog

You can copy the file into an existing group or
a new group. Refer to Sharing files to groups.

In Folders or Groups, select a file’s
checkbox and click the Copy Link
button displayed, or click the file’s
dropdown menu and select Copy link.

The Copy link dialog

You can copy the link to the file and paste it
anywhere. Refer to Copying links to shared
files.
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Emailing links to shared folders

Using this method to share folders, you send a personal email to the people you want to
share with that includes a link to the folder.

To email a link:

1. In Folders, open the folder you want to share and click Share Link. An email
message window is opened with a link to the selected folder in the email body.

2. Enter the email addresses of the people you want to share with and complete your
email in the normal way.

3. Click Send.

The recipients receive an email from you personally. Once they click the link, they become
a member of the folder.

Adding members to shared folders

Using this method to share, you add people as members of your folder which means they
can access the folder and its contents in Workshare.

To add members to a folder:
1. In Folders, open the folder you want to share.

2. Click Members.

Note: You cannot share folders in My Files.

Folder members

€ Add members

<
<

Work together

Get through work faster with the help of others

Close

If the folder is already shared, its members are listed here.
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3. Click Add members.

4. Enter the email addresses of the people you want to share with and click Add. The
recipients become members immediately and receive an email from Workshare
with a link to your folder.

You can use the dropdown menu next to each member to resend them an email with a link
to the folder, to remove them as members or to give them admin rights.

Note: With admin rights, a member can remove people from the folder, change the
permissions, and make other people admins. By default, the creator of the folder is an
admin and others are members.

Copying links to shared folders

Using this method to share folders, you send a link to the folder in a way best suited to
you, for example, via a messaging app.

To copy a link:

1. In Folders or Groups, select a folder’s checkbox and click Copy Link, or click the
folder’'s dropdown menu and select Copy link.

Copy link

Select and copy the link below

hitps ffimy workshare comf#ilesRcAdV_ICclGCyXe

Close

2. Paste the link into your preferred sharing tool, for example, a messaging app, an
email, a document.

Recipients will become members of the folder once they click the link.

Note: Recipients only become members once they sign in to Workshare. If the
permissions for the folder allow access without signing in, the recipient can view a file and
will not be added as a folder member.
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Adding members to groups

Using this method to share, you add people as members to a group. Members of a group
can access all folders within the group.

To add members to a group:

1.

In Groups, browse to the group you want to share.

2. Click the Members tab.

Unity Team

@ MEMBERS JRE ™

0 Add members

Work together

Get through work faster with the help of others

If the group is already shared, its members are listed here.
Click Add members.

Enter the email addresses of the people you want to share with and click Add. The
recipients become members immediately and receive an email from Workshare
with a link to your group.

You can use the dropdown menu next to each member to resend them an email with a link
to the group or to remove them as members or to give them admin rights.

Note: With admin rights, a member can remove people from the group, change the
permissions, and make other people admins. By default, the creator of the group is an
admin and others are members.

32




Sharing Files Securely

The @ mention

You can also add your colleagues to a group by “mentioning” them in the Conversations
tab. Mentioning is used in a conversation to get someone's attention. The person you
mention will be sent an email to let them know you posted. To mention someone in a
conversation, type @ and then the person's name. If they're not a member of the group,
you'll be asked if you'd like to add them to the group. If you decide not to add them, their
name will still appear in the post but they won't be added to the group or receive an email
about the post.

You can only mention someone if they're a member of your company and they're using
Workshare. To find out who's using Workshare at your company, check the People page.

Copying links to groups

Using this method to share, you send a link to add further members to a group. This is
done at any time after the group has been created and enables the group to be a flexible
collaboration that can adapt to new members.

To send a link to a group:

1. In Groups, open any group and click More then Share.

Share group

Share this group by email or copy the link below:

hitps://my.workshare com/#&groups/share/66250c95-4438-11e6-9590-000d3ab

Anyone clicking the link is added to the group. To access they must have a login.

2. Share the link to the group as follows:

= Copy the link and paste the link into your preferred sharing tool, for example, a
messaging app, an email, a document.

= Click Send by email. An email message window is opened with a link to the
selected group in the email body. Enter the email addresses of the people you
want to share with and complete your email in the normal way. Click Send. The
recipients receive an email from you personally.

Recipients will become members of the group once they click the link.
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Note: Recipients only become members once they sign in to Workshare. If the
permissions for the group allow access to the file without signing in, the recipient can
view the file and will not be added as a member.

Sharing files to groups

Using this method to share, you copy a file into a group and members of the group can
access it.

To share to a group:

1. In Folders or Groups, select a file’s checkbox and click Share or click the file’s
dropdown menu and select Share to group.

Share to group

This file will be shared with people in:

Enter group name

@ Sample Original Document.docx Version 1
41.19 KB

Note: If you have Workshare Professional/Compare/Protect installed with the
Connect element enabled, you can also right-click any file in your Workshare sync
folder and select Workshare/Send to Group.
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2.

3.

Enter an existing group or create a new group. As you type, names of existing
groups are suggested to you. Select an existing group or click Create a new

group.

Unity

Unity Team

mintonsiaw com: 1 membser

MIE, | L R -
1

Create a new group: Uinity

Once you have selected the group, click Share. The file is copied into the selected
group and members can access it.

Share to group

File shared

A copy of Sample Original Document.doc
has been shared in the following group:

MINTON
Unity Team DRESDEN
mintonsiaw.com 1 member STAFFORD

Link to file:

If you want to communicate with members of the group, you can:

Copy the link to the file (triple-click it) and paste it anywhere.

Click Email members. An email message window is opened with the members’
email addresses in the To field and a link to the selected folder in the email body.
Add further information to the email if required and click Send.
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Note: You can add further email addresses to add more members to the group.

Click Go to group to open the group in Workshare.

Copying links to shared files

Using this method to share files, the person you share with does NOT become a member
of the folder where the file is located. This is useful for sharing a file when here is no need
for collaboration.

To copy a link:

1. In Folders or Groups, select a file’s checkbox and click Copy Link, or click the file’s
dropdown menu and select Copy link.

Select and copy the link below

hitps Aimy. workshare comffiles/aZ2107 TgFDRumBIA

Close

2. Paste the link into your preferred sharing tool, for example, a messaging app, an
email, a document.

Recipients will NOT become members of the file’s folder once they click the link.

Sharing via the Sync Folder
To share from your Workshare sync folder, you simply add your file to a shared folder or
group.

In Finder or Windows Explorer, copy the file you want to share into a shared Workshare
folder or group in the Workshare sync folder. By default, this is at C:\Users\[user
name]\Workshare (and it appears in your Favorites folder or under Quick access).

Make sure sync is selected for the selected folder or group.

The members of the shared folder or group can now access your file. If email notifications
are enabled, they will receive an email notification telling them you have added a file.
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Sync folder right-click options

You can also share using right-click options. When you right-click a file, folder or group in
the sync folder, the following Workshare options are available:

< Share to group
@ Add or remove people

& Copy link

Note: The Add or remove people option is not available when right-clicking files or
folders in My Files.

Controlling Access to your Files

You can secure and control access to your files and folders using permissions. The
permissions of a group or folder apply to all the members of the group/folder. Admin users
are not restricted by permissions, and admins can modify the permissions at any time.

Setting permissions for groups

Permissions relate to an entire group so all folders and files in the group will have the
same permissions applied.

Permissions in Folders are slightly different in that folders and subfolders can have
different permissions and you can set expiry dates for folders. Refer to Setting permissions
for folders.

To set permissions for a group:

1. In Groups, select a group.
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2. Select the More tab and then Permissions.

Permissions

ACCESS CONTROLS

@ ves Members can add people (O no

@ Yes Can be shared by link O No

DOCUMENT CONTROLS
Members:

@ Can add or remove files

O

Cannot add or remove files
Admins can always add or remove files

Q Cannot add versions
Admins can always add new versions

@] Can add versions

@ Can download files Cannot downioad files

Admins can always download files
3. Adjust the permissions for your group as required.
Members can add people When Yes is selected, members of the group can

invite other users to be members of the group and
share the files and folders in it.

Can be shared by link When Yes is selected, members of the group can
invite other users to the group using the Share
option.

Can add or remove files When Yes is selected, members of the group can

add files to or remove files from the group.

Can add versions When Yes is selected, members of the group can
add versions to the files within the group.

Can download files When Yes is selected, members of the group can
download the files from the group.

4. Click Apply.
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Setting permissions for folders

Permissions in Folders are slightly different to permissions for groups. Folders and
subfolders can have different permissions and you can set expiry dates for folders.

To set permissions in Folders:

1. In Folders, select a folder and then click Settings.

Folder Settings

D Use the same settings as the parent folder

ACCESS CONTROLS

Folder members can add people - Does not apply (o adming
© Yes O No

FPeople must sign in to Workshare to access the folder

@ ves () No

5'_'_] Folder Expiry date: None GMT+0 (London)

fdamhore ragn ¥ arrace thie fidar whan the ayvnine date e marhand Admine will coabings b hgue
WemoDers can [ access nrs rojae nern me expiry aaie 1s rea i i ] 3

FILE CONTROLS - Does not apply fo admins

Folder members can download files
@ Yes O Nao
Folder members can add and remove files

@ ves () No

Folder members can add new versions of files
@ Yes O Nao
NOTIFICATIONS

Motify the folder owner when someone accesses the folder for the first time

@ Yes O Nao
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Note: When sharing a subfolder, it will by default adopt the permissions of its
parent folder. Leave the Use the same settings as the parent folder checkbox
selected if you want to use the same permissions as set for the parent folder.
Deselect this checkbox in order to enable the permission settings and specify
individual permissions for this subfolder.

Folder members can add
people

People must sign in to
Workshare to access the
folder

Folder expiry date

Folder members can
download files

Folder members can add
and remove files

Folder members can add
new versions of files

Notify the folder owner...

3. Click Apply.

2. Adjust the following parameters to specify access and permissions to the folder and
all subfolders and files within it.

When Yes is selected, members of the folder
can invite other users to be members of the
folder and share the files and folders in it.

When Yes is selected, members of the folder
must sign into Workshare in order to access
the file.

When No is selected, users invited to share
the folder can view the file in Workshare
without signing in but they will not become
members of the folder until they sign in.

You can specify an expiry date for the folder.
After this date, members of the folder will no
longer be able to access the files in it.

When Yes is selected, members of the folder
can download files from Workshare.

When Yes is selected, members of the folder
can add files to or remove files from the
folder.

When Yes is selected, members of the folder
can add versions to the files within the folder.

When Yes is selected, the owner of the folder
receives an email when a member accesses
the folder for the first time.
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Chapter 5: Collaborating

o Collaborating using the Desktop App
e Adding Versions
e Comparing using the Desktop App
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Collaborating using the Desktop App

Once you have shared folders with other users, those users will be able to view the files in
the folder and add comments in real-time. If they have permission, they can also add new
versions to a file. Any comments made on files in Workshare and any new versions will be
synchronized to the Workshare desktop app.

Similarly, you can add comments and upload new versions from the Workshare desktop
app which will be synchronized to Workshare online.

Adding comments

Members of a folder can access the files within the folder and add real-time comments as
well as positional comments.

To add comments to files:
1. Click a file to open it.

2. You can add real-time comments by entering your comment in the text box on the
lower right side and clicking Comment.

3. You can add positional comments by clicking in the file itself and dragging around
the area you would like to comment upon. Then enter your comment in the text box
displayed and click Comment. Using this method, you can tag specific items in the
document and comment on them.

'E;.] Warkshere [ERARE

Fle View Hep

December.doc
| Varsion 6+ | Ut 1 lours gy by Stizsbsti Mo Vit > | BE 23 aq [ Downinad » m @ |
i ;I‘reDirEcbu's = [ - Dietai > )
Quality Bonds Plc Issuer Blc ormiments Ceetailz History
The Leac Manage- and the other Managers (as defined in paragraph 2 be ow) PAZE 1
[Darte]
A& Carowe complede this dotument by Friday?
Dearsi, *d | zaven worms et a0
PROPOSED QUALITY BONDS PLC ISSUE BY QUALITY BONDS [ELgl ISSUER PLC
[“the Issuer”)
Introduction
& Serove bis
i s s
Addressass Ehzabeth Morms (Ust no

i This arrangement letter is addressed to the direstors of Quallty Sonds Plc issuer pls.
to the lead manager and to of the managers who have agreed or, prior to the issue of
our comfert letter, will agree to particpate in the propesed lssue anz whe have ar,
pricr to the issue cf our comferl letier, will have validly authorisad the lead manager
o accept this arangement lettar on their behafl, Their legal rames are saf out in
apzendix 1 to this arangement letter and. togethes with the lead manager, are
referred ta in this arrargement letler as “the managers” By signing anc accepting
the terms of t7is arrengement leter, the leac manzger confirms that it will ensure that
it recaives prima faciz authority from each manager identified in appencix 1
authorising it ta erder into this arrangement letter on

YD 3 COMmvant nere

2 Our comfart letter will by — should net
be used for any purpose Ty a conmmenl uie letter may
At ferrnd tn n anyl nade 1o its
existence in any contrad andior the
managers, andior oursel =l that a
copy may be included in —— 3 the issue
of the securfies preparec =
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Your comment is displayed in the Comments tab. WWhen another member of the folder
views the same file in Workshare, they will also see your comment. If another member is
accessing the same file simultaneously, they will see your comment in the Comments tab
at the same time as you do.

Note: The Details tab provides information about the file type, the owner, when it was
created, size, etc. It also provides information about the “members” for this file — who it
has been shared with - and when they last accessed the file. The History tab lists all the
activity around the file so you create an audit trail.

Adding Versions

The owner of a shared folder, as well as members with permission, can add new versions
to files within the shared folder.

You can upload a version by selecting a file that is saved locally or on your network.
To add a version:

1. Click the file’s dropdown menu and select Add new version or open a file and click
Add new version on the top right.

Add new version to Sample Original Document.doc

@ orselect a file from your desktop

Sample Original Document.doc

@ or select a file from your desktop
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Drag and drop files from your desktop or Explorer/Finder or click or select files
from your desktop and browse to the file you want to add as a version. The
following page is displayed.

=) warkshare >
Document statistics, footers and other hidden metadata were detected
in your file.
How would you like to proceed?
Clean files
o
Remove metadata
Convert to PDF 0
] Convert selected file(s)
Why should you clean or convert your files?
Continue I | Cancel
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3. If you want to remove metadata from your file, leave the Remove metadata
checkbox selected. To select specific metadata to remove, expand the Clean files
section and then expand the file.

=) Workshare X

Document statistics, footers and other hidden metadata were detected
in your file.

How would you like to proceed?

Clean files &
Remove metadata

[ﬁ_‘l Sample Original Document.doc A

Select metadata to remove:

[] select all
[+] Document Statistics: 5
Footers: 3
[] Footnotes: 15
Built in Properties: 2
Headers: 3

Misw risk renort f_f

Why should you clean or convert your files?

4. Select or deselect the specific metadata types. For example, you might want to
remove all white text and document statistics but keep all fields.

5. If you want to convert your file to PDF, leave the Convert selected file(s)
checkbox selected.

6. To specify PDF security settings, expand the Convert to PDF section.
7. Select whether you want to convert the file to PDF or PDF/A.

8. If you selected PDF, you can select one or more of the security options as required:
o Print: Enables recipients to print PDF files.
o Edit text: Enables recipients with Adobe Acrobat Distiller to edit PDF files.
o Copy text and/or graphics: Enables recipients to copy graphics or text directly
from PDF files.
= Add comments: Enables recipients with Adobe Acrobat Distiller to add
comments to PDF files.
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9. If you selected PDF, you can set a password to protect the PDF file by entering the
password twice. When a password is specified, users can only open the PDF file
after entering this password.

10. Click Continue. The file is cleaned and converted according to your selections.

(=) workshare >

Your files have been processed according to your selected settings and
are ready to upload.

Files to be uploaded:

File name Status

@ Sample Original Document.doc @ Cleaned

|_L_.lpload | cancel |

Tip! You can click the file name to open it and see what it looks like cleaned
and/or converted.

11. Click Upload and your file is uploaded as a new version. If the file was open, the
new version is displayed.

Note: In order for the file to upload to Workshare online, the folder where the file is
located must be set to synchronize.
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Adding versions via the sync folder

New versions can be saved to Workshare without leaving your familiar workspace. You
can open documents in the Workshare sync folder, make changes as required and save
them. As the long as the folder the file is located in is set to synchronize, a new version is
added to the file in Workshare.

Note: If you want to clean metadata from your new version or convert it to PDF, you must
use the Workshare desktop application to add them to Workshare.

To add a new version via the Workshare sync folder:

1. Open afile located in your Workshare sync folder. By default this folder is located
at Users\[user name]\Workshare.

2. Make changes to the file as required.

3. Click Save. Your file is now saved in the Workshare sync folder and it is

immediately synchronized to Workshare online and shown as a new version (if the
selected folder is set to synchronize).

When opening a file in the desktop app, the version details are shown at the top left.

L-:-J Workshare

File View Help

e Qriginal Document.doc

' Version4 -~ | | Uldated just now by Elizabeth Morris
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Comparing using the Desktop App

You can compare between any two versions of a Word document or PowerPoint
presentation stored in Workshare. If a comment is made on the comparison, the comment
is saved and available in the version history.

To compare versions:
1. Open afile in the desktop app.

2. Show the version history of the file by clicking Version X in the top left. The version
history displays a list of versions of the document as well as who added each
version and when.

December.doc

' Version 6 « Updated 18 hours ago by Elizabeth Morris

=

Compare Version 2 & Version 6

i« Version 6 Feb 038 2018 Elizabeth Morris

Il \ersion 5 Feb 03 2018 Jeremiah Woodward

|l “ersion 4 Feb 08 2018 Elizabeth Maorris

] Mersion 3 Feb 08 2013 Elizabeth Maorris

[#l “ersion 2 Feb 08 2013 Elizabeth Morris
Version 1 Feb 03 2018 Elizabeth Morris

-

3. Select the checkboxes next to the two versions you want to compare and click
Compare Now. A comparison document showing the differences between the
selected versions is displayed.
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Chapter 6: Configuring

e Configuring the Workshare Desktop App
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Configuring the Workshare Desktop App

You can configure application settings for the Workshare desktop app, such as the
location of the sync folder or general account settings.
To configure the Workshare desktop app:

1. Click the desktop app system tray icon and select Preferences or from the File
menu in the desktop app main window, select Preferences. The following dialog is

displayed.

E-_‘l Account

@ L & <O -

Account  Genmeral  Metwork  Sync Settings  Motifications

User Login; e sagissstalas o
Sign out

Account:  Workshare Ltd
SErver: https: {fmy.workshare.com

Version: Workshare 2, 16,3695.0
|Check for Updates |

The Account page provides information about your account. You can see your
registered Workshare email address that you use to log in to Workshare as well as
the address to the Workshare server. Additionally, you have version information

about the desktop app.

50



Configuring

2. Select General.

5 General — >

e b & <© ol

Account  General Metwork SyncSettings  Motifications

Launch Waorkshare when I login

Display DMS Cpen dialog when adding files
(Requires Workshare 8 or above with a DMS integration)

Enable OpenGL rendering
OpenGL rendering is required to dean files when uploading via drag and drop.

Control how Warkshare updates:

Automatically download and install updates i

3. Select the Launch Workshare when | login checkbox and the desktop app will
start when your computer is started.

4. When you have Workshare 9 (or above) with a DMS integration, select the Display
DMS Open dialog... checkbox and you can select files from your DMS when
uploading files to Workshare from the desktop app.

5. By default, the desktop app uses off-screen rendering (OpenGL rendering). In
cases where off-screen rendering is not supported (for example, GPUs with older
graphics drivers), the desktop app will automatically switch to on-screen rendering.
If the desktop app cannot recognize that there is a problem with off-screen
rendering, you can manually switch to on-screen rendering by deselecting the
Enable OpenGL rendering checkbox.

Note: When using on-screen rendering, the clean/convert options will not be
available when using drag and drop to add files. For more information about
OpenGL rendering, refer to this article in the Workshare knowledge base.

6. To control how Workshare updates, select from the dropdown:

= Automatically download and install updates: Updates to the desktop app will
be downloaded and installed automatically as they become available.

= Notify me when updates are ready to install: You will be notified when
updates to the desktop app are available.
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7. Select Network.

5 Network — *

@ b & € -

Account  General Metwork Sync Settings  Motifications

Bandwidth: Change Settings...

Proxies: Change Settings...
Metwork Status Connected

The Network page enables you to limit bandwidth settings and change the settings
of your proxy server.

8. In the Bandwidth field, click Change Settings.

L5 Bandwidth o

Download rate: Don't limit
Limit to: 0 KE/S

Save Cancel

9. If you want to limit the bandwidth available to data downloaded to the desktop app,
deselect the Don’t limit checkbox and specify the limit in the Limit to field.

10. Click Save.
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11. In the Proxies field, click Change Settings.

= Proxy >

Proxy Setfings: (O No Proxy

(@ Auto-detect

() mManual:
Force Proxy:
Proxy Type: HTTP T
Server:

Part:

12. When working with a proxy server, select Auto-detect and Workshare will use your
computer’s system settings to connect to the network, or select Manual and enter
your proxy server details manually.

Note: There is no Auto-detect option available when working on a Mac.

13. When manually specifying proxy server settings, you can select Force Proxy so
that the desktop app traffic MUST go via your proxy server and if the proxy server
is not available then the desktop app will be offline.

14. Select the type of your proxy server (HTTP, HTTP Caching or Socks5) and enter
the server address and port number.

15. Click Save.
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16. Select Sync Settings.

5 Sync Settings

& b & <o -

Account  General Metwork Sync Settings  Motifications

Workshare sync location;
| C: fUsers/helens fMarkshare

Browse

Show sync conflict confirmation messages

17. If required, change the location of the Workshare sync folder by clicking the browse
button and selecting a different location. By default, this folder is named and

located as follows:
o Windows: C:\Users\[user name]\Workshare

o Mac: /Users/[user name]/Workshare
Any files or folders put in this folder will be synced to Workshare online and will
appear in the desktop app.
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18. Select Notifications.

(=) Notification — ot

@ b @ <© =l

Account  General Metwork SyncSettings  Motifications

Notify me when: By email By desktop alerts
Someone first accesses a folder
A new file is added to a folder
There is a new version of a file
A comment is posted
When someone shares files or folders with me 1

19. If required, change the notification settings. By default, users receive notifications
by email and via desktop popup alerts in the following circumstances:

= When a user first accesses a folder you have shared with them
= When a new file is added to a shared folder

= When there is a new version of a file

o= When a comment is posted

= When someone shares a file or folder with you

55



Quick Tour of the Desktop App

Appendix A. Quick Tour of the
Desktop App

¢ Main Window
o Desktop App Menu Bar
e Desktop App System Tray Icon
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Main Window

The desktop app provides a window into your Workshare online content. You can access
all the files, folders and groups that are synchronized between your desktop and
Workshare online.

Here’s a summary of what each page shows:
« Home: Displays notification cards alerting you to recent activity in Workshare.

o Folders: Shows all your Workshare files and folders, including files you have
uploaded, as well as files others have shared with you. There are also three default
folders:

o My Files: Includes personal files that you don’t want to share.
o Received: Includes all the files sent to you by secure file transfer from Outlook.

o Sent Files: Includes all the files you sent out to others by secure file transfer
from Outlook.

o Groups: Shows all your Workshare groups which are flexible workspaces ideal for
projects that require dynamic conversations.

« People: Lists everyone at your company who is using Workshare.

» Recycle Bin: Shows all the Workshare files, folders and groups that have been
deleted.

All the functionality available when accessing Workshare in your browser is available from
the Workshare desktop app. In addition, you have a menu bar, a system tray menu and a
few options at the top of the desktop app window.

Desktop app options

Search Q ¥ & Files up to date - i (1) -

Use the search field to search for a file or folder in Workshare. Additionally, you have the
following:

Opens the Workshare sync folder.
¥ Opens the selective sync page where you can select which folders are

synchronized between your desktop and Workshare online.
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@ Files up to date ~

Your workshare content was synced between
your computer and workshare online:

Today 15:38

4 (1) -

Provides a status on the syncing between your
desktop and Workshare. Click the dropdown arrow
and click Refresh to refresh the display and
synchronize.

Indicates if there are any sync conflicts between your desktop

and Workshare. Click the dropdown arrow and click Manage

conflicts to resolve any conflicts.

Desktop App Menu Bar

The Workshare Desktop menu bar includes the following menus and options:

Menu Option Description
File Open Workshare Opens the Workshare sync folder.

Folder

Preferences Enables you to change application settings for the
desktop app, such as the location of the sync folder
or general account settings.

Selective Sync Enables you to select which folders are
synchronized between your desktop and Workshare
online.

Close Workshare Closes the desktop app window although

App synchronization between your desktop and
Workshare online continues in the background.

View Reload Refreshes the display.

Sync Progress Displays the sync progress page where you can
see the synchronization status of files and folders.
This option is only enabled when synchronization is
in progress.

Help Check for Updates | Checks to see if any updates are available for the

Workshare desktop app.

Search Knowledge
Base

Provides access to the Workshare knowledge base.

How To Videos

Provides access to Workshare videos on YouTube.

Ask us a question

Enables you to contact Workshare Support.
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About Workshare

Quick Tour of the Desktop App

Description

Provides version information about the Workshare
desktop app.

Desktop App System Tray Icon

A green tick on the desktop app system tray icon E shows that the desktop app is fully

synchronized with Workshare online. A warning sign shows that it is not and a blue arrow

shows that it is in the process of synchronizing. Clicking the icon displays the following

options:
Option

Open Workshare
App

Open Workshare
folder

Files up to
date/conflicts
Pause

Refresh

Recycle Bin

Selective Sync

Preferences

Help and support
Quit Workshare

Description

Opens the Workshare desktop app window.
Opens the Workshare sync folder.

Indicates that all files are synchronized successfully or if there
are sync conflicts between the desktop app and Workshare.

Pauses the current synchronization. The option becomes
Resume Syncing when synchronization is paused.

Refreshes the display and synchronize with Workshare online.

Displays the Workshare recycle bin which includes all the
Workshare files, folders and groups that have been deleted.

Enables you to select which folders are synchronized between
your desktop and Workshare online.

Enables you to change application settings for the desktop
app, such as the location of the sync folder or general account
settings.

Provides access to the Workshare knowledge base.

Stops the synchronization between your desktop and
Workshare online.
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&1 Workshare Ltd.
© 2018. Workshare Ltd. All rights reserved.

Copyright

Workshare Professional and Workshare DeltaView are registered trademarks of Workshare Ltd. Workshare Compare,
Workshare Protect, Workshare 3, Workshare DeltaServer, SafetyGain, and the Workshare logo are trademarks of
Workshare Ltd. All other trademarks are those of their respective holders.

Trademarked names may appear throughout this guide. Instead of listing these here or inserting numerous trademark
symbols, Workshare wishes to state categorically that no infringement of intellectual or other copyright is intended and
that trademarks are used only for editorial purposes.

Disclaimer

The authors/publishers of this guide and any associated help material have used their best efforts to ensure accuracy
and effectiveness. Due to the continuing nature of software development, it may be necessary to distribute updated help
from time to time. The authors would like to assure users of their continued best efforts in supplying the most effective
help material possible.

The authors/publishers, however, make no warranty of any kind, expressed or implied, with regard to Workshare
programs or help material associated with them, including this guide. The authors/publishers shall not be liable in the
event of incidental or consequential damages in connection with, or arising out of, the programs or associated help
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