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About This Guide

Purpose of this Guide

This user guide is designed to provide user-friendly, detailed instructions for performing all tasks
associated with ishipdocs application.

Who should read this Guide

This guide is intended for the users who will work on ishipdocs application.

How this Guide is organized
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This guide is divided into the following chapters:
e Chapter 1 - Introduction explains the overview and objectives of ishipdocs application.
e Chapter 2 — Getting Started explains how to send files if you are not a registered user, the
process of new user registration, login to ishipdocs, the process of retrieving your password if

you forget it, and understanding ishipdocs’ user interface.

e Chapter 3 — Computer Setup explains the process to setup browser compatibility and the
Settings section.

e Chapter 4 — Upgrading Account explains the process to upgrade your account as
single user, business user, and enterprise user.

e Chapter 6 — Functionality as a Personal User explains the functionalities ishipdocs users will
enjoy as a personal user.

e Chapter 7 — Functionality as a Business User explains the functionalities ishipdocs users will
enjoy as a business user.

Typographical Conventions

Before you start, it is important to understand the typographical conventions used in this guide.
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This Represents

Bold Menu, any option on the menu, radio button, check box,

command button or a link.
)

A An important message not to be ignored.

A note, providing additional information about a certain topic.

How to Get in Touch

The following section provides information on how to obtain support for documentation and software.

Documentation Support

For any questions, comments or suggestions on the documentation, contact us by email at
support@ishipdocs.com

Technical Support

If you have any problems, questions or suggestions regarding this software, email us at
support@ishipdocs.com. While contacting technical support, please have the following information
ready:

= ReferencelD (Which is Generated at the time of installation)

For additional information
Please contact: ARC via email, and / or phone:
Email: support@ishipdocs.com

Phone: 1-855 Go iShip
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Chapter 1: Introduction - ishipdocs

In this chapter, you will learn about;

= Product Overview

= Features
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ProductOverview
Cloud Store, Share, Send, Print Anywhere!!!

The above tag line says everything about ishipdocs. You need your documents somewhere else but
don't have the time to ship them? Here comes the utility for ishipdocs, which enables the global
distribution easy, fast, and green.

Cloud Printing is now ubiquitous and accepted as an integral part of most companies’ document
management infrastructure. For the last two years ARC with the cloud application ishipdocs, has
been providing customers with Cloud Printing Services (CPS). ishipdocs users range from Global
Enterprise to Single Users. All users have the desire to get large business documents anywhere,
anytime, in the shortest amount of time.

The benefits of Cloud Printing Services are clear. Print hardware and software costs are reduced.
The cost of print with CPS is based on measured usage, in a just in time model. And distribution
costs are drastically reduced with digital delivery combined with local print, avoiding the “print here,
overnight there” model that has built the overnight industry delivery.

ARC'’s CPS offers unique ability to securely share and distribute large files over the ishipdocs network
of print service providers. This capability gives users powerful Managed File Transfer capabilities as
well.

Managed File Transfer, or MFT, is the term given to the technology that’s replacing FTP. More secure
than FTP and easily accessed via the Internet, MFT is another document management technology,
like CPS, that organizations see as a valuable and necessary element of their communication
infrastructure. MFT gives organizations visibility into file transfers and helps them manage, monitor and
govern file transfers proactively. ARC’s ishipdocs is showcased as a powerful offering for companies
looking for aligning MFT and CPS strategies.

Features

e Provides faster and secure mode to distribute large files

e Transmits files up to 3 GB including large Architectural, Engineering, Marketing

e Advertising and Planning documents

e No printing limitations

e Reduce your document shipping costs

¢ Reduces the chances of losing document

e Have document management experts ensure your digital transmission and delivery
e Track your documents and get proof of the delivery

e Eliminates custom headaches at global locations

e Digitally ship domestically, too!
e Promotes green objectives
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e Sendfilesupto3 GB
o Track the file activity

e Manage users and set access permissions by a company, department or project team
e Turn any folder of content into a shared workspace and invite others to view, edit or add their own
files

e Use your public folder for others to directly place their files into your workspace
e Store and back up your documents in the cloud

e Users can view previous versions of files even after changes are made and new versions are
uploaded.

o Can add comments to specific folder/files or exchange feedback with team members using
discussion threads and notification via email

Chapter 2: Getting Started

In this chapter you will learn about:

= How to send print enquiry to Global Distribution Center
= New user registration

= Logging to ishipdocs

= Forgetting your password

= Understanding ishipdocs’ user interface
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Accessing iShipdocs Application
Enter the following URL on your browser address bar: www.ishipdocs.com

If you are a new user click on Sign Up to register.

Again, if you are an existing user click on Sign In button to log on to the application.
New User Registration

If you are a new user and do not have ishipdocs account you need to register first to access
ishipdocs application. Follow the given procedure to register.

After the page for ishipdocs is displayed, click Sign up. The Plans and Pricing page appears with the
two new sign up models as Personal User and Business User.

IShIR,995§.M~ Home  Featwres  locations  Plans and Pricing  Contact Us w | senin ©

Plans and Pricing

Select the right plan for you. Print service provider? Cick here.

Personal Business
Frea Starts at $50 /mo
[ ww ]
1 Users Unlimited Users
Upgrade 10 Businass None
Email Support 2417 Support
5GB storage Store as you need

3 GB Max file sizeftransaction 3 GB Max file sizefransaction

(+]
[+]

Cloud and Network Cloud and Network

+]
[+]

Tracking & Permissions Tracking & Permissions

Email & FTP Replacement [+] Emaill 6 FTP Replacement
Mobile & Share Mobile & Share [+]
Security 6 Management Security 6 Management

Sign Up today to start enjoying the benefits of ishipdocs!

Figure 6: Plans & Pricing screen

1. Here, you can find two sign up models as Personal and Business.
2. Personal user is an independent user and is free.

3.  Business user cannot be independent users, with a basic fee of $50 per month.

In this section, we will see how to register both as a Personal User and as a Business user.

ishipdocs User Guide 16 of 207


http://www.ishipdocs.com/

ishipdocs

Personal User
In order to register as a Personal User follow the steps given below:

1. Click Sign up under the Personal user column as shown in the image below:

Personal

Free
[ wuw ]
1 Users
Upgrade to Business
Email Support
5GB storage
3 GB Max file sizeftransaction
Cloud and Network
Tracking & Permissions

Email &6 FTP Replacement
Mobile & Share

Security & Management

2. A new screen will appear to enter details as shown in the image below:

| have read and agreed to the ishipdocs Terms & Privacy

Policy
Create Account

Already have an ishipdocs account?

Sign in to your account.

e Enter your First Name, Last Name, Email, Password, Confirm Password and Phone Number in
the respective text boxes. Your email will be taken as your Login ID automatically.
e Select the “I have read and agreed to the ishipdocs Terms and Privacy Policy” check box.

3. Click Create Account after you have finished entering your details, as shown in the image below:
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New Sign Up for Personal Use!

John
Austin
johnaustin@123.com

johnaustin@123.com

9999999

[#11 have read and agreed to the ishipdocs Terms & Privacy

Policy
Create Account

Already have an ishipdocs account?

Sign in to your account.

4. A new screen will appear with the Registration successful message. A confirmation email with all the
login credentials will be sent to the email that you have provided. Click Next.

& Registration Successful

Welcome to ishipdocs!
As a Personal user, you can now enjoy the many benefits of ishipdocs. We sent a confirmation email with your login
credentials o johnaustin@123.com

Thank. you

Team ishipdocs

Next

5. Enter the general information as well as contact information. You can reset your password if
required. You can also opt to fill up the details later and start using ishipdocs. Click Next.

6. The Settings screen appears. Click Finish.
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Business User
Now that we have seen how to sign up as a Personal User let’s see how to sign up as a business user:

To sign up as a Business user you need to Contact Us. A business user cannot sign up directly. Let’s see
the steps as given below:

1. Click Contact Us in the Business Column as shown in the image below:

Business

Starts at $50 /mo
Unlimited Users
None
24f7 Support
Store as you need

3 GB Max file sizeftransaction

Cloud and Network
Tracking & Permissions
Email § FTP Replacement
Mobile & Share
Security &6 Management

2. The new Sign up for business screen appears.
e Enter the details in the respective text boxes. Select the “I have read and agreed to
the ishipdocs Terms and Privacy Policy” check box.
e Click Contact Us.
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New Sign Up for Business

John
Austin
Mr

California

United States v California v
california 7000
ABC Pvt. Ltd

4 v
johnaustin@123.com
999999

Thank you!

) | have read and agreed to the ishipdocs Terms & Privacy

Policy
Contact Us

Already have an ishipdocs account?

Sign in to your account

3. The Registration Successful message will appear. Once your account is approved a notification
mail will be sent to your registered email.

& Registration Successful

Welcome to ishipdocs!
Thank you for your interest johnaustin1@123.com

A business development executive will contact you within 24 hours

Thank. you

Team ishipdocs
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Logginginto ishipdocs
Follow the given procedure to log on to the ishipdocs application.

1. After the page for ishipdocs is displayed, click sign in. A pop screen will appear as
shown in the image below:

iShideCS Home Features Locations Plans and Pricing Contact Us \ Sign
F Next Generation Email
'°, Send large documents directly from Microsoft Outiook e J 7 Gat -

2. Enter valid user name and password in the username and password text boxes
respectively.
3. Click Sign in. The Send Files screen appears and you are logged in.

Sign in to your account
johnaustin@123

[J Remember this sign in information?

Forgot your password? Get help!

4. Select the “Remember this sign in information?” for the application to remember
the credentials.
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Forgetting your password

If you forgot your password, follow the given procedure to retrieve it.

1. Under the sign in pop up box click “Forgot your password? Get Help!”

Sign in to your account

Remember this sign in information?

Forgot your password? Get help!

erl

2. A new screen appears. Enter the username in the text box. Click Retrieve Password.

Retrieve your password

Your password will be emailed to you shortly.

johnaustin@123.com|

Retrieve passwaord

Need further help?
You can always contact us or go through our FAQ section.

. Call 1-855-464-744T for custome.

3. A confirmation message appears stating that the password has been sent to the
user's e-mail id which was provided by the user.

4. Open your e-mail account, you will receive your password in the e-mail instantly.

ishipdocs User Guide 22 of 207



ishipdocs

Understanding ishipdocs user interface

To navigate successfully in ishipdocs, a proper understanding of the interface is essential. The
following section illustrates the various parts of the ishipdocs interface and its uses.

a7z M0 SE U

D Send files

sand llesto others 3 Dawricad Cutiosk pugin

Print center details Files information

Nam

Selected files from storage  (0)

E Adiess: Ade
(B =
sentitems Curren date & 1003 M % August, 2018 0328

2 B

s0=

w Total selected files 0

Include delivery details

Printing instiuctions 1snipaocs globaifostprint

BIIDa|aw | FlEE

ishipdocs’ user interface
The main menu section consists of the following menus:

= Send files: You can send files through e-mail to specific recipients.

* Inbox: You can view the details of the mails received from the Inbox menu.

» Sentitems: You can view the details of the sent items from the sent items menu.

= Tracking: You can track files at the same time you can track print documents through this module.

= Share: From this module you can able to store files in different folder. You can create your own
folder or you can keep the files in the existing folders as per your requirement. You can share the
folders to different ids as per your requirement.

= DropFiles: From this module you can give permission to the selected users to view the DropFiles
in the store files.

= Contacts: From this module you can able to manage the address book. You may search, add
contacts add groups as well as export/ import the list if required
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Chapter 3: Computer Setup

In this chapter, you will learn about:

= Settings section

» OS & Browser compatibility
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Settings
Configure the Settings section to setup browser compatibility, select uploading tool. Also, you can
download tutorials and plug-ins from Settings.

1. Click settings from the menu bar. The Settings screen appears.

signout | account | s

Store. Share. Send.

O Settings 2.72% of 20 GB Used
send files
Browser compatibility Utilities
= %  Browser Compatibilty You are Using a compatible browser.
E « patibity 9 P 2y Microsoft Qutiook Plugin for Windows ® Download
inbox @  Poplp Blocker ou are allowing Pop-Ups for this site:
+
s
sent items Download user guides Java or HTML upload option for send files
A ishipdocs user guide ® Downloag Java ® HTML
Q@
tracking ishipdocs tutorials @ Download
— ishipdocs Outlook plugin user guide @ Download
ot
clod Ifyou are using Safari and & Mac OS user, please refer to this document ® Download
workspace
dropfiles
s®s
contacts

2. Check the browser compatibility from the Browser Compatibility section. Green tick
will be displayed if your browser is compatible with the application and pop-up blocker for
the application is disabled in your browser.

3. Check the utilities from the Utilities section.

o Ifthe Microsoft Outlook Plugin is not installed click the Download
button to install the Microsoft Outlook Plugin.

4. Select either Java or HTML upload option to enable Java or HTML upload of
documents in the application, respectively.
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Operating System

Browser

Windows 2003 (32 bit & 64 bit)

IE 7, IE 8, Firefox 3.6 and above, Chrome 6.0
and above, Safari 5.0 and above

Window XP (SP2 & SP3)

IE 7, |IE 8, Firefox 3.6 and above, Chrome 6.0
and above, Safari 5.0 and above

Window XP (SP2 & SP3)

IE 7, |IE 8, Firefox 3.6 and above, Chrome 6.0
and above, Safari 5.0 and above

Windows VISTA (32 bit & 64 bit)

IE 7, IE 8, Firefox 3.6 and above, Chrome 6.0
and above, Safari 5.0 and above

Windows 7 (32 bit & 64 bit)

IE 7, |IE 8, Firefox 3.6 and above, Chrome 6.0
and above, Safari 5.0 and above

MAC (Snow Leopard)

Safari, Chrome, and Firefox
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Chapter 4: Upgrading Account
In this chapter you will learn about:

e Upgrading account package as Business User from a Personal user or existing single, lite or
premium business user
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Upgrading accountpackage as Business User
A new Personal user or existing single, lite, business or enterprise users can opt to upgrade their
account to a business user. To do so, follow the steps given below:

1. Click Upgrade from the menu bar as shown in the image below:

Store. Share. Send.

O Send files 0.00% of 5 GB Used

send files =
=1 Download Outlook plugin

2. The upgrade to business account screen appears. Click Contact Us.

Business

Starts at $50 /mo

Unlimited Users
None
24/7 Support
Store as you need

3 GB Max file size/transaction

Cloud and Network
Tracking & Permissions
Email & FTP Replacement
Mobile & Share
Security § Management

3. Anew pop-uF window appears. Enter the Company name and Company size in the respective
text boxes. Click Contact Now.
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Contact sales X

'Add Company Details

Company Name: | *

Company Size: ‘ 4 V|

- Contact ishipdocs sales

Sales number: 1 855 Go iShip

Sales email: indgaiship@planwell.com;ishipdocsdev@|

i

« ’
4

ishipdocs
B M e S

Note: In case of an existing personal or business user the Company Name text box will not be present.

4. A message will appear and once approved a notification will be sent to your registered email.
The message will look as under:

ishipdocs User Guide

Contact sales x

-

: Thank you for the upgrade request. A business
@ development executive will contact you within 24
hours.

Add Company Details

Company Name: | asdfasd *

Company Size: | 4 vl

' Contact ishipdocs sales

Sales number: 1855 Go iShin &,
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Chapter 5: Functionality as a Personal User
For Personal User the maximum file size per transaction is 3 GB, the storage capacity is 5 GB. You

cannot share the file if you are a personal user. The DropFiles facility is not allowed if you are a
personal user.

In this chapter you will learn about:

= How to send files

= How to view inbox

= How to view sent items
= How to track files

= How to share files

= How to manage contacts
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How to send files

You can send files via ishipdocs to specific recipients. The file size for the free user is 3 GB. The first
transaction will be free of cost from second transaction onwards you will be charged $ 5.

“h
e ClickL~" " |(send files icon) from the left hand panel. The Send Files screen appears
with two tabs: Send files to print shop & Send files to others

Send files to print shop
You can send files in bulk either from storage or directly uploaded files from your local system to the
print shop.

In the Print order details section enter the Project ID and the Purchase order number (PO#) on the
respective fields. Rest of the fields are automatically populated by the application.

How to select files from storage for sending files to print shop
You can also add files from the cloud storage to send files to the print shop. To do so, follow the steps
given below:

Note: This feature is only available for users associated with the Print Service Providers.

1. Click Add files from storage as shown in the image below:

Send files

Print center details Files information

Name: ARC Abhijit

Filename State Size Proaress

2. Select the files that you want to add and click Close.
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© @ Cloud Workspace(s) of a Countperpage] 15 v
& @w My Work Space
e = Document name Rev. File status Last uploaded
©-@% Test Workspace Wi Jelyfish.jpg 1 -3 6/5/2014 11:17:45PM
e test V¥ Koala.jpg 1 g/ 6/5/2014 11:16:59 PM
© @ testl ¥ Koalalogo.jpg 1 gf 6/5/2014 11:16:42PM
© @ DropFiles [T Lighthouse.jpg 1 & 6/5/2014 11:16:53 PM
[T Penguins.jpa 1 & 6/5/2014 11:17:16 PM
[ Treepg 1 4 6/6/2014 12:41:53 AM
[T Tulips.jpg.jpg 1 & 6/5/2014 11:17:49 PM
[T Tulipslogo.jpg 1 g/ 6/5/2014 11:17:17PM
[ wiliam_H__Stewart,_photo_portrait_as_surgeon_general.jpc 1 g/ 6/6/2014 12:40:17 AM
AMl#abcdefghijklmnopqrstuvwxyz [1-90f9]
»

3. The select files from storage will display the number of files that you have selected. You can
then send these files to the print shop to print.

Files information

Selected files from storage (3) ] " Add more files from Storage

Uploading Files for sending to Print Shop
Under the Send files to print shop tab on the Send files screen, there is the HTML 5 Upload Tool.
This is shown in the screenshot below,

O Send files 1.25GB Used

send files
Send files 1o others

Print center details Files information

inbox
Name: ARC Abhijt

- Selected files from storage (0)

A Address. Kolkata, Kolakata West Bengal India 700082

ment Hama it date & focal bme: 12" May, 2016 1724

p Due date & destination tme i

Q
POF

Orop files here or click select files below

dropfiles i
400
w Total selected files 0
contacts
Include delivery details
Printing instructions ishipdocs global footprint
B ZUs9goe|gi=is
&) Sub

ties | Torms & conditions | Priv

Steps to select files for upload using HTML 5 Upload Tool:
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e Click on [Select Files] button to open the Document Selection window to select files/images

from the local computer

e Select the files/images and then click on [Open] button on the Document Selection window to

attach the files in the upload tool
Alternatively

o Open any folder on the local computer, drag and then drop the selected files/images in the
space provided in the upload tool on the application page

e The selected files/images will be displayed on the Upload Tool interface. The count of the
selected files will also be displayed on the Upload tool interface. This is shown the screenshot

below,

@ A12 Spec pdf

@ A2 1 Plans. pdf

2 File(s) selected Selected File(s) Size 1498.804 KB Cleal

Total selected files 2

e Click on [Clear] button to remove the selected files/images
After entering the relevant information user needs to click on [Submit] button to upload the files and

then send the files along with the print order to the print shop.

Screenshot below displays successful upload and sending of files,

Send files 0.00 GB Usad
Send files to others [ ug
Thank you for the order. Your local print sarvice provider will contact you shortly, Order No: 162670 Due Date: 14 May, 2016 ser I
Order Information
Order ID - 1562670 Order By : arc test 2
Orderdate: 13™ May, 2016 Order due date : 4™ May, 2016 D030 AM
Jolb Number PO Numbar
Sender Information
Company name = archast City: taxas
Contact name - am: fest 2 Statewegion . Anzona
Addressi : arc Dipipostalcode 343423
Address2 Fhone: 0000080
Country United States Email : arctes2@yopmail com
Ttems File Hamwe Fike Size File Status
PS-Bridge 30 _COWLjpg 12.85KB Uplosd Success
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Including delivery details

e Tick the checkbox Include delivery details to view and enter information delivery company
information and any associated notes.

¥ Include delivery details
Company name:; First name: Last name:
Email: Phone: | 4 Mobile:
Address: Address: City:

Country: | United States v Statelregion: | _sejegt v Zip/postalcode:

Set delivery notes

B I Ua|lgo|fl=EiE

¢ Inthe end enter Printing Instructions and click Submit to send the documents to a print shop
to be printed according to the given printing instructions

Note: Click ishipdocs global footprints to view ishipdocs global printing locations.

Send files to others
You can send files in bulk either from storage or directly uploaded files from your local system to the
others (person or entity) through email from the application. In this case, the files will be send as an
attachment with the email

In the Recipient details section enter one or more email address of recipient(s) (or select multiple email
address from the Contacts section of the application), enter the Subject and Message of the email.

Note: Like, during files to print shop files can be uploaded from storage, the same can be done in this
case.

Uploading Files for sending to others

Under the Send files to others tab on the Send files screen, there is the HTML 5 Upload Tool. This is
shown in the screenshot below,
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signout | ac

Q Send files 125 GB Used

send files ey
Send files to print shop &1 Download Outlook plugin

pd
Recipient details Files (Maximum 3 GB)

inbox

(email addresses can be separated by a comma or a semi colon) }
* Selected files from storage (0)

X4 T
; w
sent items Select

4 contacts.

P
@ Subject @

tracking

Message

—_
' -3 Drop files here or click select files below

cloud
workspace

dropfiles

Clear

o
B 7 Uase| 9| y| =i Total selected files 0

contacts

Home | Locations | Help center | Testimonials | Case studies | Terms & conditions | Privacy policy | Contact us

Steps to select files for upload using HTML 5 Upload Tool:

e Click on [Select Files] button to open the Document Selection window to select files/images
from the local computer

e Select the files/images and then click on [Open] button on the Document Selection window to
attach the files in the upload tool
Alternatively

o Open any folder on the local computer, drag and then drop the selected files/images in the
space provided in the upload tool on the application page

The selected files/images will be displayed on the Upload Tool interface. The count of the selected files
will also be displayed on the Upload tool interface.
e Click on [Clear] button to remove the selected files/images

After entering the relevant information user needs to click on [Send] button to upload the files and then
send the files along with the print order to the intended recipients.

‘Cancel’ button

A ‘Cancel’ button has been newly introduced under Send files to print shop tab on the Send Files
screen. This button appears after user select files and enters all the relevant information and then clicks
on the [Submit] button for sending the files for printing or for any other purpose.

Reasons to use Cancel button
e This button can be used to cancel transfer of files when the application displays error due to
missing mandatory field data entry, wrong data entry etc. after clicking the Submit button
e This button can be used when user realizes after clicking Submit button that he/she would like
to cancel file transfer

Screenshot below displays the Cancel button:
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O Send files 125 GB Used
...... { files
Send files to others Dow
24
Print center details Files information
inbox
Name: ARC Abhijt
T Selected files from storage (0)
‘/\/\ Address  Kolkata Kolakata West Bengal India 700082
SEOL ST Current date & local 8me- 12* May, 2016 1724
A Due date & destnaton sme 1]
Q
tracking Project 1D @
— PO=
L 7
Drop files here or click select files below
cloud
workspace
ear | Select i
dropfiles [ Clear |
«®o
Total selected files 0
contacts
Include delivery details
Printing instructions Ishipdocs global footprint
B ZUM&|9go|F|ZiE
ns | He | ns |

You can view the details of the mails received from the Inbox menu. Follow the given procedure to

view the e-mails.

1. Click

(Inbox icon) from the left hand panel. The Inbox screen appears. You
can delete senders, download files, search files from this screen.

2. Searching Files
a) Click Search button from the action bar. The Search files window appears.

b) From the Field drop-down list, select specific option. The options are: Sender,
Subject, and Date Received. As soon as the field gets selected the check box and
the condition related to the field get selected automatically. You may change the
condition as per your requirement.

ishipdocs User Guide
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Search files window
c) Enter the value related to the field.

d) Click Go. All the files related to the field are displayed in the inbox list.

L

You may reset the fields if required.

3. Show All
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o Click Show All button from the action bar, the whole list of mails will
get displayed.

4. Downloading Files

a) Click (Download Files icon) to download the file. The Download files window
appears.

Subject Official document
Recipient dipcust3@mailinator.com

Date Sent: 23" May, 2011

Expiration: 2% june, 2011

Download files
Plaase dlick 'zip download” button to download filefs) in'zip formsat
File name @ Find Show all
B File Name File Size Status Download
[T Cloud Computing-A new way to roll out e- 258,5KB | Ready To Download @

Download files window

b) Select the file(s) that you want to download. There are three options: Download,
Zip Download, and Copy to Storage. By clicking Download you are allowed to
select the file and download it as per your selection. Zip Download allows you to
download all files in zip format and Copy To Storage allows you to copy the file to

the existing storage.

Download
i. Select the file(s) that you want to download.

i. Click (Download icon). The selected files will get downloaded.

l(:/_ You may search the file by entering the file name and clicking Find button. You
may also click Show all button to view all the files.
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Zip Download
o Click Zip Download. All the files will get downloaded in zip format.
The Non IE users can only use the Zip Download process.
Copy to Storage
i. Click Copy To Storage. The Copy to storage window appears. You can also

click (Copy to storage icon) from the main screen. The Copy to storage
window appears.

Files
I b J
Folder name
cats felder by Tracking 10 O gw Work Spacels) of abc
O o» My Work Spaca
£ oe Ownervaultl
1 Ia ol
.-':-?.

Copy to storage window

ii. From the Files section select Add zip to storage or All individual. The add
Zip to storage will allow you to store the zipped file and all individual option will
allow to store the files individually.

iii. From the Folder Name section there are three options:

o Create folder by Tracking ID: You may create folder in the right
hand panel by selecting a cabinet or a folder. Click Done and the
files will get included within the selected cabinet or the folder.

o Select an existing folder: In this case you may select an existing
folder from the right hand panel and click Done. The files will get
included in the selected folder.

o Create New Folder: Here you may create a folder and name it in the
text box below and click Done. The folder will be created and the
files will get included in that folder.

f{""\
- After the file(s) get included in the storage a confirmation message appears and if the
storage limit exceeds a warning message appears.
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5. Deleting Senders

a) Select the sender from the list.

ishipdocs

b) Click Delete button from the action bar. The specific sender(s) gets deleted from

the list.

6. Searching Files through Tracking Id

a) Select the file that you want to view through tracking id.

b) Click Tracking Id. The history window appears. You can view the detail of the file

ishipdocs User Guide
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How to View SentItems

You can view the details of the sent items from the sent items menu. Follow the given procedure to
view the details of the sent items.

V”’_ ‘
1. Click [— (sent items icon) from the left hand panel under the Toolbox. The Sent
items screen appears. You can delete the items, display all the files, and search files

from this screen.

Sent items )47 020,00 B
X) Fopbtan R e () =mow w1l X Dalate
1| Recisent Soderct Seat done Uire dote Teackiog W Ovnbond  Ivint cart
w e A Sestertwr, 2011
(it TYY irer Sastenter, 4] o
E) T Moetog Notet - 338 At 1" Seteste ' R
» Voot wepccs saw Gude e i seca O 157 Auguat 2011 5T Augeat, V11 [ 3} e
3 D3R TOG0CH 96y Quide 600 SD0SS O 1 L at 3 te
= Vocfed wroctcs s Gude et BhO3ea 00 157 Aguet, 9L 397 Augaat, 01T & we
= T FodHed I000CH Wt Dude 80 IND0OC OU 15* Apust. 2011 : n:
} Vodded sroducs e g srd shodecs O 197 2ot 2911 57 Apal, 1L Ly a3
] Wodded E=poccs see e snd $10003 O 157 kogurt, 29 L] & |

Sent items screen

2. Re-upload

a) If in any case the upload is not completed, you can re-upload the file by clicking the
Re-upload button.

b) Select the recipient whose file is not uploaded. The Re-upload button will get
enabled.

c) Click the Re-upload button, the Re-upload screen appears.
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P

[ BGO327000003.TIF 767858 To Be Uploaded
[T BG0327000001.TIF 12718 To Be Uploaded
[ BGO327000002.TIF 420,26 k8 To Be Uploaded

-~

>|

A

Re-upload screen

d) Selectthe files that you want to upload and click the Submit button. The uploading
files screen appears as shown.

1T O I e | buns |
860027000000 TIF 1 27 NB 03272000 1) 09 Lpbaon
BG2327002000 TIF

42026 V8 DITIR00 1107

Ugloading B0 shpsocs Asn, bude, 0C

] Cotes s widow aner wglsaa comeleteg.

Uploading files screen

3. Searching Files

a) Click Search button from the action bar. The Search files window appears.
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Search files

b) From the Field drop-down list, select the specific option. The options are:
Recipient, Subject, and Date Sent. As soon as the field is selected the check box
adjacent to the field and the condition get selected automatically. You may change
the condition as per your requirement.

c) Enter the value related to the field.

d) Click Go. All the files related to the field are displayed in the inbox list.

®
i You may reset the fields if required.

4. Show All

o Click Show All button from the action bar, the whole list of the sent
items get displayed.

5. Deleting Iltems

a) Select the check box adjacent to the recipient name from the list.

b) Click the Delete button from the action bar. The selected item(s) gets deleted from
the list

6. Searching Files through Tracking Id

a) Select the file that you want to view through tracking id.

b) Click Tracking Id. The history window appears. You can view the detail of the file
in the screen.
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Mail box
poale afbrmaiinadae com
ubjse  Oftcal Docyment
No3303¢
. GMECa) JoCuman
Files
Tihs e Nle Sor | States
Acwresn Resroy pdest Corpary InSa Svipod 132210 Soced Socem

history window

7. Downloading Files

a) Select the recipient whose file you want to download. Click (Download Files
icon) to download the file. The Download files window appears.

Subject: Print
Recipient. michale.d@mailinator.com
Date Sent. 197 ay, 2011

Expiration: 29" May, 2011

[T PlanWell_Collaborate_Online_Guide.pdf

Download files
i)
Download
Pleas= dlick 'zip download’ button to download file(s) in zip formst
File name @ Find Show all
™ | File Name File Size Status

808,4KB  Ready To Download

Download

Download files

b) Select the file(s) that you want to download. There are three options: Download,
Zip Download, and Copy to Storage. By clicking Download you are allowed to
select the file and download it as per your selection. Zip Download allows you to
download all files in zip format and Copy to storage allows you to copy the file to

the existing storage.
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Download

i. Select the file(s) that you want to download.

ii. ) (Download icon). The selected files will get downloaded.

e

- You may search the file by entering the file name and clicking Find button. You may
also click Show all button to view all the files.

Zip Download

o Click Zip Download. All the files will get downloaded in zip format.
The Non IE users can only use the Zip Download process.

Copy to Storage
i. Click Copy To Storage. The Copy to storage window appears. You can also

click =1 (Copy to storage icon) from the main screen. The Copy to storage
window appears.

ii. From the Files section select Add zip to storage or All individual. The add
Zip to storage will allow you to store the zipped file and all individual option will
allow to store the files individually.

iii. From the Folder Name section there are three options:

o Create folder by Tracking ID: You may create folder in the right
hand panel by selecting a cabinet or a folder. Click Done and the
files will get included within the selected cabinet or the folder.

o Select an existing folder: In this case you may select an existing
folder from the right hand panel and click Done. The files will get
included in the selected folder.

o Create New Folder: Here you may create a folder and name it in the
text box below and click Done. The folder will be created and the
files will get included in that folder.

f\"‘“'\
- After the file(s) get included in the storage a confirmation message appears and if the

storage limit exceeds a warning message appears.
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How to trackfiles

You can track files at the same time you can track print documents through this module.

Follow the given procedure to track files.

1. Click (Tracking icon) from the left hand panel. The File Tracking screen
appears. You can track files as well as print the tracked file through this module.
Tracking 3.72% of 20 GB Used
Order tracking Print tracking
Show all user tems @, Search [#) Export [E showan
D Subject File expiry date Status Last download Downloads

B 1stisecs test 20" August. 2016 Ready to Download 0

i [ 15108935 test o August. 2016 Ready to Download 0

o tost 4" august, 2018 Ready to Download o

= oo 35 July, 2016 Dawnload Completed 22 July, 2016

s T fle 35 suly, 2018 Download Completed 215 uly, 2016

File tracking screen

2. File Tracking

a) Searching Files

i. Enter the tracking id of the file that you want to search in the Tracking ID# text
box. You can also select the Recipient option and track files accordingly.

ii. Click the Search button from the action bar. The specific file will be displayed
in the grid section. You can see the status of the file, the recipient's name, the
expiry date everything related to the file.

b) Exporting the lists

i. Click the Export button from the action bar. The Export window appears.

Exportto Excel v

Export page CurrentPage v

Export window
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il. Select your preference from the Export to drop-down list. The options are
Excel, CSV, and XML.

iii. Select the page you want to export from the Export page drop-down list. You
may select Current Page or All Pages.

c) Show All

o Click the Show All button from the action bar, the entire list of the
files with the tracking id are displayed in the grid section.

d) Deleting Items
i. Select the file that you want to view through tracking id.

ii. Click Tracking Id. The history window appears. You can view the detail of the
file in the screen.

Mat box

Fles

Fie Fame File Sae Status

History window

e) Copying To Storage

i. Click (Copy to storage icon). The Copy to storage window appears.
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Files
40d 2ip 1o storags At Incsdual
Folder name
eats folder vy Trecking 10 O gw Work Space(s) of abe
© e My Work Space
0 @ Ownervauitl
1 Ia W
[ Hene |

Copy to storage window

ii. From the Files section select Add zip to storage or All individual. The add
Zip to storage will allow you to store the zipped file and all individual option will
allow to store the files individually.

iii. From the Folder Name section there are three options:

o Create folder by Tracking ID: You may create folder in the right
hand panel by selecting a cabinet or a folder. Click Done and the
files will get included within the selected cabinet or the folder.

o Select an existing folder: In this case you may select an existing
folder from the right hand panel and click Done. The files will get
included in the selected folder.

o Create New Folder: Here you may create a folder and name it in the
text box below and click Done. The folder will be created and the
files will get included in that folder.

I{"‘ \
- After the file(s) get included in the storage a confirmation message appears and if the
storage limit exceeds a warning message appears.

3. Print Tracking

o Click Print Tracking tab, the Print tracking screen appears.
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Print tracking screen
a) Searching Files

i. Click Search button from the action bar. The Search orders window appeatrs.

~
Field Condition Value
72 Order# v Equals v 115842
]—- v v
]_ v v
= v v

Search orders window

il Select the field from the Field drop-down list. The options are: Order #, Order
date, Due date, Modified on, and Status. As soon as the field gets selected
the check box and the condition related to the field get selected automatically.
You may change the condition as per your requirement.

iii. Enter the value related to the field.

iv. Click Go. All the files related to the field are displayed in the Print Tracking grid
section. You can see the status of the file, the recipient's name, the order date,
the due date, the modification date, the status and the delivery details
everything related to the files.

b) Exporting the lists
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i. Click the Export button from the action bar. The Export orders window
appears.

Export to v

Exportpage: | CurrentPage (v

Export window

ii. Select your preference from the Export to drop-down list. The options are
Excel, CSV, and XML.

iii. Select the page you want to export from the Export page drop-down list. You
may select Current Page or All Pages.

iv. Click Export. The page(s) gets exported.

c) Show All

o Click the Show all button from the action bar, the entire list of the
files with the Order Id are displayed in the Print Tracking list.

d) Copying to Storage

i. Click @ (Copy to storage icon). The Copy to storage window appears.
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Files
Aod zip 10 J Yy
Folder name
e felder Tracking 10 O om Work Spacels) of abe
O o My Work Space
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.i".‘f.

Copy to storage window

ii. From the Files section select Add zip to storage or All individual. The add
zip to storage will allow you to store the zipped file and all individual option will
allow to store the files individually.

iii. From the Folder Name section there are three options:

o Create folder by Tracking ID: You may create folder in the right
hand panel by selecting a cabinet or a folder. Click Done and the
files will get included within the selected cabinet or the folder.

o Select an existing folder: In this case you may select an existing
folder from the right hand panel and click Done. The files will get
included in the selected folder.

o Create New Folder: Here you may create a folder and name it in the
text box below and click Done. The folder will be created and the
files will get included in that folder.

e) Sending Email

i. Click write adjacent to m for which tracking id you want to send an email.
The Write Email window appears.
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To: | gde@ishipdocs.com

Subject: | Regarding ishipdocs order # 116353

lMessage

Write Email

ii. Enter the mail id of the person whom you want to send an email in the To text
box. You may enter ids in CC and BCC text boxes as well.

iii. Subject will come automatically. You may change the subject if required.
iv. Enter the message in the Message text box.
V. Click Send.

Vi. Click Close after sending the email. The window will close automatically. You
may also print the email by clicking the Print button.

f) Sending SMS

i. Click write adjacent to for which tracking id you want to send a SMS. The
Write SMS window appears.
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From

gdc@ishipdocs.com

Regarding ishipdocs order# 116353

i Cl ;‘»Y-_' | ‘7_.\;:..- I

Write SMS window
Enter the phone number whom you want to send a SMS in the To text box.

Subject will come automatically. You may change the subject if required, but
you have to keep in mind number of characters allowing for SMS is 70 only.

Enter the message in the Message text box.
Click Send.

Click Close after sending the SMS. The window will close automatically. You
may also print the SMS by clicking the Print button.

e
= You can track the order by viewing the status of the order and when the deliver

completes | (Delivery info icon) appears for the particular order. Click ——
(Delivery info icon). You will get the delivery information from the Delivery Information
Details window.

Note: Another tab ‘Order Tracking’ is similar to ‘Print Tracking’ but it shows tracks of customer print
orders from a PSP whereas personally logged-in user print orders are displayed under the ‘Print

Tracking’ tab.
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How to add files in Storage

From this module you can able to store files in different folder. You can create your own folder or you
can keep the files in the existing folders as per your requirement.

Follow the given procedure to store your files.
"

. Click (cloud workspace icon) from the left hand panel. The cloud workspace
screen appears.

Cloud Workspace

v - v Files

A2 )

e Cloud Workspace(s) of ARC = ¥ Count per page: | 200[]

e My Work Space
[ Rev.| File status File size = Last uploaded Y| Sharefile

[+ My Documents [Tl pocument name
PA ::s:;::orkwace O @ 1uips.ing 1 & 606.34KB 7/25/2013 04:36 AM ]
o]
© @ Shared by others r Log.txt 1 4 178.90 MB  4/5/2013 01:54 AM ol
O @ O Copy of Chrysanthemum. jpg 1 g/ 858.78 KB 4/5/2013 01:12 AM G

Cloud Workspace

Adding Workspace

Follow the given procedure to add workspace.

1. Place the cursor in the downward arrow of| i pace ¥ | Three options will
appear in the drop-down list: Add/Edit work space, Remove work space and Set

alert.

2. Select (Add/Edit work space icon). Make sure that the Work Space(s) of
some company name is selected at the time you want to add another work space.

The Add/Edit Work Space Item window pops up. The window has three tabs: Work
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Add cloud workspace item 2

Create new cloud workspace

[ Cloud workspace information ] Permission I Statistics —

>
* Name: |
|

\
]
Description: l

Save Close

Add Work Space Item

3. Inthe Work space Information tab:

a) Enter the name of the work space in the Name text box. This field is mandatory.
b) Enter the work space description if required in the Description text area.

4. Click Create. The confirmation message appears.

Cloud workspace created successfully.

Confirmation message

Click OK. The Workspace is created automatically.

5

6. Click Close to close the window.

7. Select the workspace that you have created to upload files.
8

Click Add/Upload files. The Upload Document window appears.

ishipdocs User Guide 55 of 207



ishipdocs

9. Click Select Files. The Open dialog box appears.

Open i d

Look in !_;‘.lro-(.'n 2

3
“d
My Flecont
Dosurartz
r ',,

Destsp

I
-
i

My Doouvents

L]

My E:;n O

MyNehwd.  Fie maser FWirted o' Ty i pg™ st g™ "Wt *| Ogen l
Places s ot
Fi ol iy | - Cancel |

Open dialog box

10. Select the file that you want to upload from the particular location.

11. Click Open. The files get inserted in the Upload Document window.

12. Click Upload. The files get uploaded in the workspace or the folder that you have
selected.

13. Click Close to close the screen.

14. Click Add/Edit Work Space.

15. If you click Add/Edit Work Space, the Edit Work Space Item screen appears as
shown.

Cloud workspace name: Test
workspace information | Permission Statistics

* Name: | Test

Description

Save Close

Edit Work Space Item screen

16. Click Statistics. All the operational occurrences will be displayed as shown.
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Cloud workspace name: Test

Cloud workspace information Permission
g (2 [ i)
Date Category Activity by Description

8/22/2013 02:34 AM  New Cloud Workspace Manidipa Chakrabz New Cloud Workspace added by Manidipa Chakrabarti on doud wo

[

—

Save Close

Statistics tab

17. Click Close to close the screen.

Removing Work space

Follow the given procedure to remove workspace.

1. Selectthe work space you want to remove and place the cursor in the downward

o® Wark Space W

arrow of

2. Click the second icon (Remove work space icon). A warning message

appears.

3. If you are confirmed that you want to delete the work space then click OK. The
confirmation message appears stating "Selected work space deleted successfully".

4. Click OK and the selected work space gets deleted from the tree.

Setting Alerts

Follow the given procedure to set alerts.

1. Select the work space for which you want to set alert.

2. Place the cursor in the downward arrow of |

3. Click the third icon (Set alert icon). The Alert Settings window popped up.

There are lots of options.
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[“ISelect all

Add file to work space

Delete file from work space
Add folder to work space
Delete folder from work space
Change work space

Delete work space

Notification type Email

Set Alerts Close

Alert Settings window

4. For setting natification for the file(s), select the appropriate options or you can select
the options altogether by selecting Select All check box. The File Alert
Subscription section consists of the following options:

O

Add file to work space: If you select this check box, any file added
to workspace will be notified.

Delete file from work space: If you select this check box, any file
gets deleted from the workspace will be notified to other members.

Add folder to work space: If you select t this check box, any folder
gets added to workspace will be notified to other members.

Delete folder from work space: if you select this check box, any
folder gets deleted from the workspace will be notified to other
members.

Change work space: If you select this check box, any change in
work space will be notified to other members.

Delete work space: If you select this check box, any work space
gets deleted from the list will be notified to the members.

Select e-mail as a mode of notification.

6. Click Set Alerts to set the notification alert as per your selection. The confirmation
message appears to confirm successful settings.

7. Click OK.

8. Click Close to exit from the Alert Settings window.

If you want to set alert for all the options directly select Select All check box. All the
options get selected automatically. You can also select individual options as per your
requirement.
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10. Select Email in the Notification Alert Type.
11. Click Set Alerts. The confirmation message appears.
12. Click OK.

13. Click Close to close the window.

Folders

Adding Folders
Follow the given procedure to add folders.

1. Select the folder or work space where you want to add another folder.

i F der ¥
2. Click the downward arrow of . Different options will appear.

[—

3. Click the first option o (Add Folder icon). The Add Work Space Item window
pops up. The window has two tabs: Folder information and Statistics. The Folder
information is displayed by default.

Create new folder

Statistics

Add Work Space Item

4. Enter the folder name in the Folder Name text box.

5. Click Create. A confirmation message appears.
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Message from webpage @

! E Folder created successfully,

Confirmation message

6. Click OK. The folder will be created.

7. Click Add/Upload from the Files drop-down list. The Upload Document window
appears.

8. Click Select Files. The Open dialog box appears.

9. Select the file(s) that you want to upload from a particular location.

10. Click Open. The file(s) get selected in the Upload Document window.

11. Click Upload. The file(s) get uploaded in the Files section in the right hand panel.

12. Click Close to close the window.

Editing Folder
Follow the given procedure to edit folder.

1. Select the folder or vault that you want to modify.

™ Folder W
2. Click the downward arrow of Different options will appear.

3. Click the second option (Edit Folder icon). The Edit Work Space Item window
pops up.
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P

Folder name' folder_1

* Folder Name | foider_1

Swve Cloze

Edit Work Space Item window

4. Modify the information in the Folder information.

5. Click Statistics tab. All the operational activities are displayed in the Statistics tab
as shown.

Felder name lolder 1

rrohees

=i izl Bl

\
SRLLOR0IAN b ivon Somce blter moracsteshen | iy Virk Sosce Sskder asdes by thoras simshen an work space (v {94
BOCI105 3L AN Hew document uplosder Monesstephen  Vork Space e SCOIZT000002. 7T rew doasment wplcadad by thoee
IRH2CILONILAM  Mew documentuploads; Tomassieghan  Work Space fem SGOIZT000004.TIF new cocumant ypioenied Dy thorme =
BIA/DLLONIL AN New document uticadel Fomas stechan vmimmmmvrumwmwm'__'

Y241 0H2AN  Hew documentugioeder fromes stephen Wark Soece ner S0 XIN0G00 LT ~ew docsment voiossied b thome 8|
< x ———— &

_

Statistics tab

6. Click Save. A confirmation message appears and the folder gets updated
successfully.

Deleting Folder
Follow the given procedure to delete folder.

1. Select the folder that you want to delete.

) = rolder W ) ] ]
2. Click the downward arrow of Different options will appear.
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3. Click the third option EX (Delete Folder icon). A warning message pops up asking
whether you are sure that you want to delete the folder.

4. Click OK, if you really want to delete the folder. Your folder gets deleted from the list.

Setting Alert
Follow the given procedure to set alert.

1. Select the folder for which you want to set the alert.

™ Folder W
2. Click the downward arrow of Different options will appear.

3. Click the fourth option (Set Alert icon). The Alert Setting window pops up.
There are lots of options.

[OSelect all

[0 Add file to folder

[ Delete file from folder
[ Add folder

[ Delete folder

[[I change folder

Notification type Email

Setalerts Close

Alert Setting window

4. For setting natification for the file(s), select the appropriate options or you can select
the options altogether by selecting Select All check box. The File Alert
Subscription section consists of the following options:

o Add file to folder: If you select this check box, any file added to
folder will be notified.

o Delete file from folder: If you select this check box, any file gets
deleted from the folder will be notified to other members.

o Add folder: If you select t this check box, any folder gets added wiill
be notified to other members.

o Delete folder: If you select this check box, any folder gets deleted
will be notified to other members.
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o Change folder: If you select this check box, any change in folder will
be notified to other members.

Select e-mail as a mode of notification.

6. Click Set Alerts to set the notification alert as per your selection. The confirmation
message appears to confirm successful settings.

7. Click OK.

8. Click Close to exit from the Alert Settings window.

Refreshing the Page

Follow the given procedure to refresh page.

Click (Refresh icon). The Work Space section gets refreshed.

Files

Adding Files

Silverlight Upload Tool has also been replaced with HTML 5 Upload Tool for uploading file in Cloud
Workspace.

Go to Cloud Workspace > Click on the Folder where you would like to upload the file(s) from the left-
hand panel > Click on File drop-down > Click on Upload Files menu item

Screenshot below highlights the Upload Files menu item on the Cloud Workspace screen,

Welcome arc test 2 | “Bisiness
ente Use

sign out ccoun seftings | helpc

‘Store. Share. Send.

0.00 GB Used

O Cloud Workspace

send files _ - Files
v L v -1
A ©-@w Cloud Workspace(s) of arctest2 File ¥ Countperpage: | 15 v z
e @n My Work Space
inbox &l iMviDoaimEnts) Rev. File status | File size | Last uploaded 7| share file
© @w DropFiles Q
' ©- B Shared by others G
B Gl
sent items (=
P e
Q x
tracking %
=, .
e by
cloud
workspace
All#abcdefghijklmnopgqrstuvwxyz [0 of 0]
dropfiles

hitps://www.arctechh.com/ishipdocscabinet/Cabinet/CabinetEditor aspx TAppID=uAySZ3Y1AXM=#

The HTML 5 Upload Tool will now open up instead of the Silverlight Upload Tool. This screen is shown
below,

ishipdocs User Guide 63 of 207



ishipdocs

Target: 'My Documents'

In case of duplicate document :  Create New Copy A

Create New Copy

Create New Revision

=

Drop files here or click select files below

Upload now Clear Select files

Close after operation completes Close

Steps to demonstrate upload of files:

Click on [Select Files] button to open the Document Selection window to select files/images
from the local computer

Select the files/images and then click on [Open] button on the Document Selection window to
attach the files in the upload tool

Alternatively
Open any folder on the local computer, drag and then drop the selected files/images in the

space provided in the upload tool on the application page
The selected file is shown in the screenshot below,

Target: 'My Documents'

In case of duplicate document - Creans New Copy v

@ Bricdge_Busiding jpg x

1 File{s) selected Selected File(s) Size 106,886 KB Upload now

Close after operation completes

Click on [Upload Now] button to start the uploading process

Optionally: Tick the checkbox Close after operation completes will automatically close the
open Upload Tool window after the completion of upload

Optionally: Select the option Create New Copy, if an already existing file in the application is
being uploaded again. This will create a new copy of the already existing file. Select the option
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Create New Revision if a new revised version of the document with the same name is being
uploaded again. Below screenshot displays the successfully uploaded file on the Upload Tool
interface:

I Upload document
Target: 'My Documents'

In case of duplicate document Create New Copy v

[2) Sk Bukdors

1 File(s) selected Selected File(s) Size 106.886 KB Upload now Clear Selectfiles

Close after operation ¢ ompletes Closa

e s needed: Click [Clear] button to remove the selected files
e After the completion of successful upload, click [Close] to close the window

Screenshot below displays the successfully uploaded file under the target folder:

ne arc test 2

Stors. Share. Send.

O Cloud Workspace 000G Usea
send files . .  Files W
L] v - v -
A e @ Cloud Workspace(s) of arctest2 ¥ Countperpage: | 15 v 2
e @ My Work Space
inbox & ‘I; F_‘MV Lo Document name Rev. File status | File size | Last uploaded 7| Share file
@ DropFiles S
. © B Shared by others |!’ ® (] sridge_puilding ipg 1 [ 106.89 KB | 5/13/2016 05:07 AM [l
&<
sent items
A
Q
tracking
",
cloud
workspace
All#abcdefghijklmnopqrstuvwxyz [10f 1]
dropfiles
Copying Files

Follow the given procedure to copy files.

1. Select the files that you want to copy from one folder to another folder.
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2. Click the downward arrow of . Different options will appear.

7
3. Click (Copy files icon). The Select Folder window popped up.

Select folder

e-@w Work Space(s) of abc
4 My Work Space
©-@w OwnerVaultl

=)
0]
4+

Select folder window

4. Select the folder where you want to copy the files. A warning message appears
stating whether the user is sure to copy the file in that particular location.

Click OK if you are sure to copy that file in that particular location.

6. Click Close to close the window. The file will be copied to the folder as per your
choice.

Moving Files
Follow the given procedure to move files.

1. Select the files that you want to move from one folder to another folder.

v

2. Click the downward arrow of Different options will appear.

3. Click (Move files to other folder icon). The Select Folder window popped up.

4. Select the folder where you want to move the files. A warning message appears
stating whether the user is sure to move the file in that particular location.

5. Click OK if you are sure to copy that file in that particular location.

6. Click Close to close the window. The file will be moved to the folder as per your
choice.
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Viewing History

Follow the given procedure to view history.

1. Click the downward arrow of i Different options will appear.

2. Click a (View file history icon). The File History window popped up, where you
can see the files history.

File: serveranimation.gif

Change Set Category User Name Change Type Modify |
@ 113351 [ New file uploaded ] Add DipankarTest Cust Comg New file uploaded to work sp 4/11/2011
< >

Close

File History window

3. Click Close to close the File History window.

Deleting Files

Follow the given procedure to delete files.

1. Click the downward arrow of : Many options will appear.

2. Click G‘ (Delete files icon). A warning message pops up asking whether you are
sure that you want to delete the file(s).

3. Click OK. A confirmation message appears stating "Selected documents successfully
deleted".

4. Click OK. The document(s) gets deleted from the selected folder.
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Linking Files
Follow the given procedure to link files.

1. Select the folder or cabinet from the Cabinets section. The files within the folder
those are uploaded are displayed in the Cabinet Files list.

File '
2. Click the downward arrow of Different options will appear.

Q
3. Click the sixth option (Link files icon). The Document Download Link(s)
window popped up. The link of the download link is displayed by default.

hitp:/fww . arctechh.com/ishipdocscellahorate/CabinetDocumentDownloader.ashx?Key=6141zI0L3ES

[] Add expiration date

Copy ta ciipboard Close

Document Download Link(s)
4. You may or may not want to add expiry date. Adding expiry date implies that the file

can be downloaded before the expiry date only and if the date exceeds due to any
reason you won't be able to find out the file.

a) Select Add expiry date check box to add the expiry date.
b) Click (Calendar icon) to add the expiry date from the calendar.

c) Toremove the expiry date, deselect the Remove expiration date check box. This
means there is no stipulated time frame for downloading the package.

d) Click Individual Expiration Date to create your own expiry date.

5. Click Create Link and the link gets added under Document Package Download
Link(s) text area.
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Setting Alert

ishipdocs

Click Copy to Clipboard. The confirmation message appears stating links get
successfully added to the clipboard.

Click Close. The link gets copied to the clipboard.

Follow the given procedure to set alert.

1.

Select the folder or cabinet from the Cabinets section. The files within the folder
those are uploaded are displayed in the Cabinet Files list.

Select the file(s) from the list for which you want to set alert.

v
Click the downward arrow of Different options will appear.

Click the seventh option |:| (Subscribe for alert icon). The Alert Settings window
popped up. The selected documents get displayed under Selected Documents
section.

Selected Documents

Document Name Desciption

Copy of ExportedConta

[JSelect all

[ Delete file
[ Sharing file with another user

[ Sharing file revoked from another user

Motification type: [¥] Email

Set Alerts Close

Alert Settings window

5. For setting notification for the file(s), select the appropriate options. The File Alert

Subscription section consists of the following options:
o Delete File: If you select this option, any file deleted will be notified.

o Sharing file with another user: If you select this option, any file
shared to some other person will be naotified to other members.

ishipdocs User Guide 69 of 207



ishipdocs

o Sharing file revoked from another user: If you select this option,
any file sharing cancelled or withdrawn from someone will be notified

to other members.

6. Select E-mail as a mode of notification.

7. Click Set Alerts to set the notification alert as per your selection. The confirmation
message appears to confirm successful settings.

8. Click OK.

9. Click Close to exit from the Alert Settings window.

Exporting the List of Files

Follow the given procedure to export the list of files.

1. Select the folder or cabinet from the Cabinets section. The files within the folder
those are uploaded are displayed in the Cabinet Files list.

v

2. Click the downward arrow of

Many options will appear.

3. Click the eighth option E] (Export icon). The Export Data window popped up.

Format | Excel &

Export Close

Export Data window

4. Select the type of format from the Format drop-down list. The options are Excel,
CSV, and XML. Selecting specific option will enable the list of files to get exported

according to that particular format.

5. Click Export. The File Download dialog box appears.

6. Click Open to view the document that gets exported then save it to a particular
location or else click Save. The Save As dialog box appears. Select the specific
location where you want to save the document and click Save. The document gets
saved into that particular location and the confirmation message appears.

7. Click Close to close the Export Data window.
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Refreshing the Page

Follow the given procedure to refresh the files section.

Click

(Refresh icon). The Files section gets refreshed.

Downloading File
Follow the given procedure to download file.

1. Select the folder or workspace. The list of files within the folder is displayed.

2. Select the file from the list that you want to download.

',"\\
Click (Download icon). The File Download dialog box appears.

4. Click Open to view the file or Save to save the file in a particular location in your
machine.
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How to Manage Contacts

From this module you can able to manage the address book. You may search, add contacts, add
groups as well as export the list if required.

Follow the given procedure to manage contacts.

B =
= &

Click ' (Contact icon) from the left hand panel. The Contacts screen appears. The screen has
two tabs List view and Card view. The List view tab displays all the contact in form of a list and the
Card view tab displays all the contacts in form of cards.

Contacts 0.01% of 20.00 GB
{ L Card view
Search in | Contacthame v Q@ el xS
£
O Contact Name Company Name Email Phone Work Edit
[ 8 {403)2656-5554 Labban Buckley Trial Expired elbuckley @carboncopyc \ &
[ 8 +35314263700 fitzpatrick Trial Expired fitz@craftprint.ie \
(] 8 +61853210877 Kougianos Trial Expired westperth@clockwork.c \\
[ 8 +81-3-5721-4080 Kondo Trial Expired hrio@fisnet.co.jp \
[ 8 +24777252673 Rajawasan Trial Expired sales @print2digital.com \
[0 8 +84777377618 Serasinha Trial Expired indusera@gmail.com \
[ 8 009477340421 Gunawardana Trial Expired imac@sitnet.ik N
] 8 00262-735547441 KHALIL Trial Expired m_nos@go.com.jo \
= 8 0122909982 Maman Trial Expired samson@triform.com.m wN
[ 8 022-28574133 patel Trial Expired bhagirathdigital@gmail.¢ \
[ 8 33143538734 GRES Trial Expired a.gres@demaille. fr \
[ 8 353667128671 Drumm Trial Expired sales@copylobby,com \
O 8 36205695515 Sodar Trial Expired gysodar @copygeneral.t \

Contacts screen

List view
Searching Contacts

Follow the given procedure to search contacts.

1. Enter the search item in the Search text box.

2. Select the required option with which you want to search in the adjacent in text box.
The options are: Contact Name, Contact Last Name, Company Name, Email, and
Phone.

3. Click Q

(Search icon). The specific option is displayed in the List view screen.
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4. You may also click All / # / alphabets to search the contacts.

lrf"f Click ** (Reset icon) to reset the setting.

Adding New Contact

Follow the given procedure to add new contact.

1. Click A2 (Add New Contact icon) from the action bar. The Add Contact window
appears.

Contact Information

Ermail

W notification prelerence ls not selectad, the contiset

»
~ Wil not receive any notilications from shipdoc.

Selec StePrownce v

SUTA200) Infemation v

Architecturs v

Add Contact window

2. Fill up all the specific fields of the Contact Information section. The fields with the red
stars are to be considered as mandatory fields, therefore you need to fill up at least

those specific fields.

Click Close to close the window.

3
{'f‘/ You can click Save & Close. This will save the information and close the window
automatically. You need not have to click Save and then Close separately.
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Editing Contacts

Follow the given procedure to edit contact.

N\

1. Click (Edit Contact icon) from the Edit section adjacent to the contact name.
The Edit Contact window appears. Modify the fields as per your requirement.

2. Click Save. A confirmation message appears if updated successfully.

3. Click Close to close the window.

Removing Contacts
Follow the given procedure to remove contact.

1. Select the contact(s) that you want to remove from the contact list.

2. Click X (Remove Contact icon) from the action bar. The Confirmation window
appears.

Delete the contact(s) and remove them from all communications Bz

Confirm Cancel

Confirmation window

3. If you are sure to delete it from the list select Delete the contact(s) and remove
them from all communications from the drop-down list.
4. Click Confirm. A confirmation message appears if deleted successfully.

Click OK to continue.
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Importing/Exporting Contacts

Follow the given procedure to import/export contact.

1. Click > (Import/Export Contacts icon) from the action bar. The Import/export
contact window appears.

Impori Contacts v

Ok Cancel

Import/export contact window
2. Select Import Contacts if you want to import the contacts or Export Contacts if you
want to export contacts from the drop-down list.
Click OK.
4. Importing Contacts:
i. Select Import Contacts from the drop-down list in the IMPORT/EXPORT
CONTACT window.

il Click OK. The Import Contacts Step 1 window appears.

(> http:thwww.arctechh.com/ - ishipdocs - Import Contacts Step 1 - Windows Internet Ex... @@@

Import Contacts: Step 1 of 3

Source file type: | Microsoft Excel v

Select file for import

or Download Standard Contact template

Column Header Present

ds
Qoverwrite @Disallow

Next>> | Ciose

Import Contacts Step 1 window
iii. Select the source file type from the Source file type drop-down list.

iv. Click Browse to locate the file to import in the Select file for import field.

ishipdocs User Guide 75 of 207



Vi.

Vii.

viii.
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Or,
Click to download the standard contact template.

Select the Column Header Present check box to make the column header
available.

You can overwrite the records with the same name or disallow the duplicate
one. Click to select the appropriate option for the Duplicate Records.

Click Next to continue. The Import Contact Step 2 window appears. The
Import Contact Step 2 window displays the records available in the file. The
top 20 records are displayed for your perusal. If you want to modify certain
fields, please select the appropriate option to do so.

R

mpen Septett

Crm—— N e TR L Y]

Top 11 recorms | pravees of the mate]

[ L i e e S P L P Laet B L e

Import Contacts Step 2 window

Click Next to continue. The file gets imported and the import summary is
displayed in the Import Summary window.

32 Lamvrany

Import Summary window

Click Close to close the window.

Exporting Contacts:
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Select Export Contacts from the drop-down list in the Import/Export Contact

window.

Click OK. The Export Contacts window appears.

Choose Export Format

®@Excel OCsV

Export

Close

Export Contact window

Click to select the export format. You can export either excel sheets or the

CSV files.

Click Export. The File Download dialog box appears.

Click Open to open the file or click Save to save the file in a particular location

Click the Card View tab the Card View screen appears.
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Follow the given procedure to search contacts.

®

Enter the search item in the Search text box.

Select the required option with which you want to search in the adjacent in text
box. The options are: Contact Name, Contact Last Name, Company Name,
Email, and Phone.

C
Click -

screen.

(Search icon). The specific option is displayed in the Card view

You may also click All / # / alphabets to search the contacts.

Click *  (Reset icon) to view the whole list. You can add, edit and export/import

contacts by clicking 3, (Add New Contact icon), '_,](Edit Member icon) and -»
(Import/Export Contacts icon) respectively. To know the process please go through
the above section.

Downloading VCard

Follow the given procedure to download VCard.

ishipdocs User Guide

R
Click L= (Download VCard icon). The File Download dialog box appears.

Click Save to save the VCard or just click Open to view the Vcard. The VCard
details are displayed as shown.
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Chapter 6: Functionality of ishipdocs application as a Business user

For Business User the maximum file size per transaction is 3 GB, the storage capacity is 20 GB. You
are capable of using all the facilities available if you are Business User.

In this chapter you will learn about:

= Creating new seats
= How to send files

= How to view inbox

= How to select files from storage for send files to print shop
= How to view sent items

= How to track files

= How to share files

= How to send DropFiles invitation

= How to manage contacts

ishipdocs User Guide 80 of 207



ishipdocs

Creatingnew seats

You can avail three seats as a business user. To create more users follow the given procedure.

1. Click account from the action bar. The My account screen appears.
2. Click the User Management tab. The User Management screen appears.

1% et2000C8
My account --
Pritie Paymem festiey |
Tolm seaty: 3 Seols e 2 Avidable sosis Y
Name tedrziene el Logtid Satus Duirte
23 G 03] greataty v Wil
WA by =
igwgta . YOI 23nQ 3wy (I h&ne &
X Moz - TR TR0
~~~~~ )
vy Dol A x

User Management screen

3. Click Add User. The Add User screen appears.

User conact dotals Logn D & pasaword

Tes e e
Taka jpoabent 201

1isd e

Add User screen

4. Enter the following details and click Save. The confirmation message appears and
the user gets added in the user’s list. You can delete the user by clicking IZ' (Delete

@ (Activate icon) if required.

icon) as well as activate the user by clicking
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How to send files

You can send files via ishipdocs to specific recipients. The file size for the free user is 3 GB. The first
transaction will be free of cost from second transaction onwards you will be charged $ 5.

“h
e ClickL~" " |(send files icon) from the left hand panel. The Send Files screen appears
with two tabs: Send files to print shop & Send files to others

Send files to print shop
You can send files in bulk either from storage or directly uploaded files from your local system to the
print shop.

In the Print order details section enter the Project ID and the Purchase order number (PO#) on the
respective fields. Rest of the fields are automatically populated by the application.

How to select files from storage for sending files to print shop
You can also add files from the cloud storage to send files to the print shop. To do so, follow the steps
given below:

Note: This feature is only available for users associated with the Print Service Providers.

4. Click Add files from storage as shown in the image below:

Send files

Print center details Files information

Name: ARC Abhijit

Filename State Size Proaress

5. Select the files that you want to add and click Close.
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© @ Cloud Workspace(s) of a Countperpage] 15 v
& @w My Work Space
e = Document name Rev. File status Last uploaded
©-@% Test Workspace Wi Jelyfish.jpg 1 -3 6/5/2014 11:17:45PM
e test V¥ Koala.jpg 1 g/ 6/5/2014 11:16:59 PM
© @ testl ¥ Koalalogo.jpg 1 gf 6/5/2014 11:16:42PM
© @ DropFiles [T Lighthouse.jpg 1 & 6/5/2014 11:16:53 PM
[T Penguins.jpa 1 & 6/5/2014 11:17:16 PM
[ Treepg 1 4 6/6/2014 12:41:53 AM
[T Tulips.jpg.jpg 1 & 6/5/2014 11:17:49 PM
[T Tulipslogo.jpg 1 g/ 6/5/2014 11:17:17PM
[ wiliam_H__Stewart,_photo_portrait_as_surgeon_general.jpc 1 g/ 6/6/2014 12:40:17 AM
AMl#abcdefghijklmnopqrstuvwxyz [1-90f9]
»

6. The select files from storage will display the number of files that you have selected. You can
then send these files to the print shop to print.

Files information

Selected files from storage (3) ] " Add more files from Storage

Uploading Files for sending to Print Shop
Under the Send files to print shop tab on the Send files screen, there is the HTML 5 Upload Tool.
This is shown in the screenshot below,

O Send files 1.25GB Used

send files
Send files 1o others

Print center details Files information

inbox
Name: ARC Abhijt

- Selected files from storage (0)

A Address. Kolkata, Kolakata West Bengal India 700082

ment Hama it date & focal bme: 12" May, 2016 1724

p Due date & destination tme i

Q
POF

Orop files here or click select files below

dropfiles i
400
w Total selected files 0
contacts
Include delivery details
Printing instructions ishipdocs global footprint
B ZUs9goe|gi=is
&) Sub

ties | Torms & conditions | Priv

Steps to select files for upload using HTML 5 Upload Tool:
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e Click on [Select Files] button to open the Document Selection window to select files/images

from the local computer

e Select the files/images and then click on [Open] button on the Document Selection window to

attach the files in the upload tool
Alternatively

o Open any folder on the local computer, drag and then drop the selected files/images in the
space provided in the upload tool on the application page

e The selected files/images will be displayed on the Upload Tool interface. The count of the
selected files will also be displayed on the Upload tool interface. This is shown the screenshot

below,

@ A12 Spec pdf

@ A2 1 Plans. pdf

2 File(s) selected Selected File(s) Size 1498.804 KB Cleal

Total selected files 2

e Click on [Clear] button to remove the selected files/images
After entering the relevant information user needs to click on [Submit] button to upload the files and

then send the files along with the print order to the print shop.

Screenshot below displays successful upload and sending of files,

Send files 0.00 GB Usad
Send files to others [ ug
Thank you for the order. Your local print sarvice provider will contact you shortly, Order No: 162670 Due Date: 14 May, 2016 ser I
Order Information
Order ID - 1562670 Order By : arc test 2
Orderdate: 13™ May, 2016 Order due date : 4™ May, 2016 D030 AM
Jolb Number PO Numbar
Sender Information
Company name = archast City: taxas
Contact name - am: fest 2 Statewegion . Anzona
Addressi : arc Dipipostalcode 343423
Address2 Fhone: 0000080
Country United States Email : arctes2@yopmail com
Ttems File Hamwe Fike Size File Status
PS-Bridge 30 _COWLjpg 12.85KB Uplosd Success
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Including delivery details

e Tick the checkbox Include delivery details to view and enter information delivery company
information and any associated notes.

¥ Include delivery details
Company name:; First name: Last name:
Email: Phone: | 4 Mobile:
Address: Address: City:

Country: | United States v Statelregion: | _sejegt v Zip/postalcode:

Set delivery notes

B I Ua|lgo|fl=EiE

¢ Inthe end enter Printing Instructions and click Submit to send the documents to a print shop
to be printed according to the given printing instructions

Note: Click ishipdocs global footprints to view ishipdocs global printing locations.

Send files to others
You can send files in bulk either from storage or directly uploaded files from your local system to the
others (person or entity) through email from the application. In this case, the files will be send as an
attachment with the email

In the Recipient details section enter one or more email address of recipient(s) (or select multiple email
address from the Contacts section of the application), enter the Subject and Message of the email.

Note: Like, during files to print shop files can be uploaded from storage, the same can be done in this
case.

Uploading Files for sending to others

Under the Send files to others tab on the Send files screen, there is the HTML 5 Upload Tool. This is
shown in the screenshot below,
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signout | ac

Q Send files 125 GB Used

send files ey
Send files to print shop &1 Download Outlook plugin

pd
Recipient details Files (Maximum 3 GB)

inbox

(email addresses can be separated by a comma or a semi colon) }
* Selected files from storage (0)

X4 T
; w
sent items Select

4 contacts.

P
@ Subject @

tracking

Message

—_
' -3 Drop files here or click select files below

cloud
workspace

dropfiles

Clear

o
B 7 Uase| 9| y| =i Total selected files 0

contacts

Home | Locations | Help center | Testimonials | Case studies | Terms & conditions | Privacy policy | Contact us

Steps to select files for upload using HTML 5 Upload Tool:

e Click on [Select Files] button to open the Document Selection window to select files/images
from the local computer

e Select the files/images and then click on [Open] button on the Document Selection window to
attach the files in the upload tool
Alternatively

o Open any folder on the local computer, drag and then drop the selected files/images in the
space provided in the upload tool on the application page

The selected files/images will be displayed on the Upload Tool interface. The count of the selected files
will also be displayed on the Upload tool interface.
e Click on [Clear] button to remove the selected files/images

After entering the relevant information user needs to click on [Send] button to upload the files and then
send the files along with the print order to the intended recipients.

‘Cancel’ button

A ‘Cancel’ button has been newly introduced under Send files to print shop tab on the Send Files
screen. This button appears after user select files and enters all the relevant information and then clicks
on the [Submit] button for sending the files for printing or for any other purpose.

Reasons to use Cancel button
e This button can be used to cancel transfer of files when the application displays error due to
missing mandatory field data entry, wrong data entry etc. after clicking the Submit button
e This button can be used when user realizes after clicking Submit button that he/she would like
to cancel file transfer

Screenshot below displays the Cancel button:
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O Send files 125 GB Used

send files
Send files to others =% Downioad Outook piugin
>4
Print center details Files information
inbox
Name: ARC Abhijt
2. Selected files from storage (0)

f,\/\: Address Kolkata, Kolakata West Bengal india 700082

SEAL iems Current date & local time

A Due cate & destnaton tme: 1]
Q
tracking Project D j
»
)
# Drop files here or click select files below
cloud

workspace

= .
dropfiles m Select fle:

«®o
Total selected files 0

contacts
Include delivery details

Printing instructions Ishipdocs global footprint

|

Click (Download Outlook plugin button) to download Outlook plugin.
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You can view the details of the mails received from the Inbox menu. Follow the given procedure to

view the e-mails.

1. Click L (Inbox icon) from the left hand panel. The Inbox screen appears. You
can delete senders, download files, search files from this screen.
Inbox T4 o1 2000 GB
@ sameon (%] Sthow at X Datste
f Senter Salpect Reueived date Eapire date Trackmgd | Downkiad  Prat cart
[ tes D" st 011 5 August 201t ‘ ® |
-
(B ; 26" Ny, 2011 57 Awust, 2011 10978 ® ot
@ twst fius 317 Juby, 2011 217 July, 2011 m = < |
- PR test dgta dovriand storage fles 2, 048 e ® oS
-3 e 5* My, 2012 5> ® -
(3 yanubsr s imatmator : test Alub, 2011 147 uly, 2011 FTETRN A |
[P 8 .y I are. il e W1 ® S |
B test 27* ke, 11 7" A, Wit X A
(B bty omudieatirce: test 267 June, 2011 6™ ey, 2011 118234 & a
[ f:z o \ et T xrw, 2011 37 My, 2011 £3] e
s 2 0oz 23" 3ine, 011 ; ® s
i) Te5¢ 2% e, N1t 2 My, 20 2 & =4
k] 3 foat 337 3re, 2011 Ay, 20 ® e

Inbox screen

2. Searching Files

a) Click Search button from the action bar. The Search files window appears.

b) From the Field drop-down list, select specific option. The options are: Tracking ID,
Sender, Subject, and Date Received. As soon as the field gets selected the check
box and the condition related to the field get selected automatically.

L COomInon
= Secvdat - Couats
- -
v
~

Viakm

[PV,

Search files window
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c) Enter the value related to the field.

d) Click Go. All the files related to the field are displayed in the inbox list.

lrff You may reset the fields if required.

3. Show All
o Click Show All button from the action bar, the whole list of mails will
get displayed.

4. Downloading Files

a) Click (Download Files icon) to download the file. The Download files window
appears.

Subject Official document
Recipient dipcust3@mailinator.com
Date Sent 23" May, 2011

Expiration: 2% june, 2011

Download files

Plaase clidk 'zip downlosd” button to download file(s) in'zip formst

File name @ Find Show all
™| File Name File Size Status Download
[ | Cloud Computing-A new way to roll out e- 258,5KB  Ready To Download @

Download files window

b) Select the file(s) that you want to download. There are three options: Download,
Zip Download, and Copy to Storage. By clicking Download you are allowed to
select the file and download it as per your selection. Zip Download allows you to
download all files in zip format and Copy To Storage allows you to copy the file to

the existing storage.

Download
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i. Select the file(s) that you want to download.

i. Click (Download icon). The selected files will get downloaded.
®
i You may search the file by entering the file name and clicking Find button. You

may also click Show all button to view all the files.

Zip Download

o Click Zip Download. All the files will get downloaded in zip format.
The Non IE users can only use the Zip Download process.

Copy to Storage
i. Click Copy To Storage. The Copy to storage window appears. You can also

|s_|
click (Copy to storage icon) from the main screen. The Copy to storage
window appears.

Files
* Aod zip to-storags Alf Ingaasdyal
Folder name
ats folder vy Tracking 10 O g Work Space{s) of abe
O o» My Work Space
e 0 #% Ownervaultl
ta N chctmr
".":-Ii"

Copy to storage window
ii. From the Files section select Add zip to storage or All individual. The add
Zip to storage will allow you to store the zipped file and all individual option will
allow to store the files individually.

iii. From the Folder Name section there are three options:
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o Create folder by Tracking ID: You may create folder in the right
hand panel by selecting a cabinet or a folder. Click Done and the
files will get included within the selected cabinet or the folder.

o Select an existing folder: In this case you may select an existing
folder from the right hand panel and click Done. The files will get
included in the selected folder.

o Other: Here you may create a folder and name it in the text box
below and click Done. The folder will be created and the files will get
included in that folder.

f(‘"\
- After the file(s) get included in the storage a confirmation message appears and if the
storage limit exceeds a warning message appears.

5. Deleting Senders

a) Select the sender from the list.

b) Click Delete button from the action bar. The selected sender(s) gets deleted from
the list.

6. Searching Files through Tracking Id

a) Selectthe file that you want to view through tracking id.

b) Click Tracking Id. The history window appears. You can view the detail of the file
in the screen.

Mad box

s e Pile Sor Sentos

history window
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How to View Sent Items

You can view the details of the sent items from the sent items menu. Follow the given procedure to
view the details of the sent items.

-+

1. Click Ll (sent items icon) from the left hand panel under the Toolbox. The Sent
items screen appears. You can delete the items, display all the files, and search files
from this screen.

Sent items R
X) fopha R sea t2] =mow | X Daleto
1| Recent Subgect Sest done {pére dote Toackiog Ouanbond it cart
w 20
[t e LA »e
‘t W oo Notet - 138 Al 4 b
-
. Vocked wrposcs s Gucte e s pseo O 157 Acguat. 2011 Lgaat, X0 [« 4 ne
3 O] HTO00CH ey Quide g o ot 3 e
- Vockhed octc s Gude v #0300 O 157 Augut 3 augnt, N & A
.! — COAI BNO00CH WO DuWoe 80 IR0 O 18" Aot 20 - ,,:
-
3 Vodted seodncs e gude snd dosia O 1y” Ly L
> Vioarted epdocs e pude s $100058 O 15% e 1] o
Sent items screen
2. Re-upload

e) If in any case the upload is not completed, you can re-upload the file by clicking the
Re-upload button.

f) Select the recipient whose file is not uploaded. The Re-upload button will get
enabled.

g) Click the Re-upload button, the Re-upload screen appears.

ishipdocs User Guide 92 of 207



=

¥\

Re-upload screen

h) Select the files that you want to upload and click the Submit button. The uploading
files screen appears as shown.

Jllangema .
#L8G0027000000 TIF
#1802327000000 TIF

C

Ugloading 10 mhipdocs dsn, buli, OC

Al 11 T b

' A S (ISR TN

] Cozis e w0ow e wtizad compteteg

| I of Lk, o gkt St utivsalicaty (athr €0 smonial
~” Pioase do nor close thea window,

Uploading files screen

3. Searching Files

a) Click Search button from the action bar. The Search files window appears.
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Search files

b) From the Field drop-down list, select the specific option. The options are:
Recipient, Subject, and Date Sent. As soon as the field is selected the check box
adjacent to the field and the condition get selected automatically. You may change
the condition as per your requirement.

c) Enter the value related to the field.

d) Click Go. All the files related to the field are displayed in the inbox list.

®
i You may reset the fields if required.

4. Show All

o Click Show All button from the action bar, the whole list of the sent
items get displayed.

5. Deleting Iltems

a) Selectthe check box adjacent to the recipient name from the list.

b) Click the Delete button from the action bar. The selected item(s) gets deleted from
the list

6. Viewing Files through Tracking Id

a) Select the file that you want to view through tracking id.

b) Click Tracking Id. The history window appears. You can view the detail of the file
in the screen.
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Mail box
poale afbrmaiinadae com
ubjse  Oftcal Docyment
No3303¢
. GMECa) JoCuman
Files
Tihs e Nle Sor | States
Acwresn Resroy pdest Corpary InSa Svipod 132210 Soced Socem

History window

7. Downloading Files

a) Select the recipient whose file you want to download. Click (Download Files
icon) to download the file. The Download files window appears.

Subject: Print
Recipient. michale.d@mailinator.com
Date Sent. 197 ay, 2011

Expiration: 29" May, 2011

[T PlanWell_Collaborate_Online_Guide.pdf

Download files
i)
Download
Pleas= dlick 'zip download’ button to download file(s) in zip formst
File name @ Find Show all
™ | File Name File Size Status

808,4KB  Ready To Download

Download

Download files

b) Select the file(s) that you want to download. There are three options: Download,
Zip Download, and Copy to Storage. By clicking Download you are allowed to
select the file and download it as per your selection. Zip Download allows you to
download all files in zip format and Copy to storage allows you to copy the file to

the existing storage.

ishipdocs User Guide
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®

Select the file(s) that you

want to download.

ishipdocs

”"\
Click (Download icon). The selected files will get downloaded.

also click Show all button to view all the files.

Zip Download

o

You may search the file by entering the file name and clicking Find button. You may

Click Zip Download. All the files will get downloaded in zip format.

The Non IE users can only use the Zip Download process.

Copy to Storage

ishipdocs User Guide

Click Copy To Storage. The Copy to storage window appears. You can also

click (Copy to storage icon) from the main screen. The Copy to storage

window appears.

Flles

Copy to storage window

From the Files section select Add zip to storage or All individual. The add
Zip to storage will allow you to store the zipped file and all individual option will
allow to store the files individually.

From the Folder Name section there are three options:
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o Create folder by Tracking ID: You may create folder on the right

hand panel by selecting a cabinet or a folder. Click Done and the
files will get included within the selected cabinet or the folder.

o Select an existing folder: In this case you may select an existing
folder from the right hand panel and click Done. The files will get
included in the selected folder.

o Other: Here you may create a folder and name it in the text box
below and click Done. The folder will be created and the files will get
included in that folder.

f("'\
- After the file(s) get included in the storage a confirmation message appears and if the
storage limit exceeds a warning message appears.
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How to trackfiles

You can track files at the same time you can track print documents through this module.

Follow the given procedure to track files.

)

Q

1. Click (Tracking icon) from the left hand panel. The Tracking screen
appears. You can track files as well as print the tracked file through this module.

Tracking 3.72% of 20 GB Used

Order tracking Print tracking

Show all user items & search &) Export [E] show an

D

Subject Last download Downloads
test

test

6103718

test

15103053

& zs100373 wishal khosla®. co PST file

22" July, 2016

OO oOooOg

Download Completed 21 July, 2016

2. File Tracking

a) Searching Files

i. Enter the tracking id of the file that you want to search in the Tracking ID# text
box. You can also select the Recipient option and track files accordingly.

ii. Click the Search button from the action bar. The specific file will be displayed
in the grid section. You can see the status of the file, the recipient's name, the
expiry date everything related to the file.

b) Exporting the lists

i. Click the Export button from the action bar. The Export window appears.
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c) Show All

o

e) Copying To Storage

ishipdocs User Guide

Exportto

Export page:

EE

CurrentPage v

Export window

Select the file that you want to view through tracking id.

ishipdocs

Select your preference from the Export to drop-down list. The options are
Excel, CSV, and XML.

Select the page you want to export from the Export page drop-down list. You
may select Current Page or All Pages.

Click the Show All button from the action bar, the entire list of the
files with the tracking id are displayed in the grid section.

d) History screen

Click Tracking Id. The history window appears. You can view the detail of the
file in the screen.

Mat box

File Sae Statue

History window
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i. Click (Copy to storage icon). The Copy to storage window appears.

Files

& Space(s) of abc

y Work Spaca

0 #» Ownervauitl

Copy to storage window

ii. From the Files section select Add zip to storage or All individual. The add
zip to storage will allow you to store the zipped file and all individual option will
allow to store the files individually.

iii. From the Folder Name section there are three options:

o Create folder by Tracking ID: You may create folder in the right
hand panel by selecting a cabinet or a folder. Click Done and the
files will get included within the selected cabinet or the folder.

o Select an existing folder: In this case you may select an existing
folder from the right hand panel and click Done. The files will get
included in the selected folder.

o Create New Folder: Here you may create a folder and name it in the
text box below and click Done. The folder will be created and the
files will get included in that folder.

I{" \
- After the file(s) get included in the storage a confirmation message appears and if the
storage limit exceeds a warning message appears.

3. Print Tracking

o Click Print Tracking tab, the Print tracking screen appears.
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Print tracking screen
f) Searching Files

i. Click Search button from the action bar. The Search orders window appeatrs.

~
Field Condition Value
72 Order# v Equals v 115842
]—- v v
]_ v v
= v v

Search orders window

il Select the field from the Field drop-down list. The options are: Order #, Order
date, Due date, Modified on, and Status. As soon as the field gets selected
the check box and the condition related to the field get selected automatically.
You may change the condition as per your requirement.

iii. Enter the value related to the field.

iv. Click Go. All the files related to the field are displayed in the Print Tracking grid
section. You can see the status of the file, the recipient's name, the order date,
the due date, the modification date, the status and the delivery details
everything related to the files.

g) Exporting the lists
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i. Click the Export button from the action bar. The Export orders window
appears.

Export to v

Exportpage: | CurrentPage (v

Export window

ii. Select your preference from the Export to drop-down list. The options are
Excel, CSV, and XML.

iii. Select the page you want to export from the Export page drop-down list. You
may select Current Page or All Pages.

iv. Click Export. The page(s) gets exported.

h) Show All

o Click the Show all button from the action bar, the entire list of the
files with the Order Id are displayed in the Print Tracking list.

i) Copying to Storage

i. Click @ (Copy to storage icon). The Copy to storage window appears.
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Copy to storage window

ii. From the Files section select Add zip to storage or All individual. The add
zip to storage will allow you to store the zipped file and all individual option will
allow to store the files individually.

iii. From the Folder Name section there are three options:

o Create folder by Tracking ID: You may create folder in the right
hand panel by selecting a cabinet or a folder. Click Done and the
files will get included within the selected cabinet or the folder.

o Select an existing folder: In this case you may select an existing
folder from the right hand panel and click Done. The files will get
included in the selected folder.

o Other: Here you may create a folder and name it in the text box
below and click Done. The folder will be created and the files will get
included in that folder.

j)  Sending Email

i. Click write adjacent to mfor which tracking id you want to send an email.
The Write Email window appears.
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From

To gdec@ishipdocs.com

BCC

Subject: | Regarding ishipdocs order# 116353

lMessage

Write Email

Enter the mail id of the person whom you want to send an email in the To text
box. You may enter ids in CC and BCC text boxes as well.

Subject will come automatically. You may change the subject if required.
Enter the message in the Message text box.
Click Send.

Click Close after sending the email. The window will close automatically. You
may also print the email by clicking the Print button.

k) Sending SMS

ishipdocs User Guide

Click write adjacent to for which tracking id you want to send a SMS. The
Write SMS window appears.
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From

gdc@ishipdocs.com

Regarding ishipdocs order# 116353

i Cl ;‘»Y-_' | ‘7_.\;:..- I

Write SMS window
ii. Enter the phone number whom you want to send a SMS in the To text box.

iii. Subject will come automatically. You may change the subject if required, but
you have to keep in mind number of characters allowing for SMS is 70 only.

iv. Enter the message in the Message text box.
v.  Click Send.

vi.  Click Close after sending the SMS. The window will close automatically. You
may also print the SMS by clicking the Print button.

e
= You can track the order by viewing the status of the order and when the deliver

completes | (Delivery info icon) appears for the particular order. Click ——
(Delivery info icon). You will get the delivery information from the Delivery Information
Details window.

Note: Another tab ‘Order Tracking’ is similar to ‘Print Tracking’ but it shows tracks of customer print
orders from a PSP whereas personally logged-in user print orders are displayed under the ‘Print
Tracking’ tab.
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How to sharefiles

From this module you can able to store files in different folder. You can create your own folder or you
can keep the files in the existing folders as per your requirement.

Follow the given procedure to store your files.

.
i

Click (Share icon) from the left hand panel. The Share screen appears.
Share 0.01% of 20.00 GB
Work Spaces Files
ork Space W W Folder W = Cle W 2
e Work Space(s) of abc [] DocumentName * | Rev. FileStatus File Size | Las
e My Waork Space , — |
e My Documents O @@Coovof ExportedContacts.xls 1 5" 17KB  4/9/.
€ @ My Dropbox ] @@ExportedContacts.xls 1 5‘ 17KB 4/8/.
© @ SFolder1 Z
o OwnerVaultl
© B Shared by others
¢ 1 5
Al#abcdefghijklmnopgrstuvwxyz [2 of 2]

Share screen

Workspace
Adding Workspace
arkSpace W
1. Place the cursor in the downward arrow of . Three options will
appear in the drop-down list: Add/Edit work space, Remove work space and Set

alert.

2. Select (Add/Edit work space icon). Make sure that the Work Space(s) of
some company name is selected at the time you want to add another work space.
The Add/Edit Work Space Item window pops up. The window has three tabs: Work
space Information, Permission, and Statistics. The Work space information tab is
displayed by default.
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Lt |

Craase ew work space

[t e | o | s I

Moo

* Hpmre

Dezenption

et Cloze

Add Work Space Item

3. Inthe Work space Information tab:

ot towr S o

a) Enter the name of the work space in the Name text box. This field is mandatory.

b) Enter the work space description if required in the Description text area.

c) Click Create. The confirmation message appears.

4. Click the Permission tab, the Permission screen appears. You can give permission

to specific users who have availed the seats.

Create new work space

Selected User(s) Permission

Add  Remows Peamieion

[k s omaion | 7o | s

Crezte

Cioss

Permission screen

5. To select the user(s)/user role(s), click Add, the User List appears.
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User List
O [ Users

[ Mac Donalds

Add Close

User List

6. Select the users from the drop-down list. The User/User Roles list appears.

7. Select the user and click Add. The Permission screen pops up.

Cruase new werk space

Selectad User{s]

¥ R veComids

Work Spoce infoemation

Stthtics

Fermission of Mac Donaids

RImure Fersinsan Ao Dewy

Oztmbad S1es

Uosnad Tiey
CrasleLydate Suter

Craate Upcass ork Soecs v

Permission tab

8. Select the type of permission you want to provide to the users from the right hand

panel.

9. Click Create. The confirmation message appears.

Message from webpage

! E Work Space created successfully.

Confirmation message

10. Click OK. The number is created automatically.
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»
Work Space name Workspace 4
Pemnissian :illn;'nn:‘;
mbor WSP_111520
e Motkspace 4
Number created in Edit Work Space Item
11. Click Close to close the window.
12. Select the workspace that you have created to upload files.
13. Click Add/Upload files. The Upload Document window appears.
14. Click Select Files. The Open dialog box appears.
Open 7,&]
Look i [ 3 5 angle Petaes - % >0
-3 E
My Flecent
Lv:...-ir p
My Doouvents
9
My Conprsny
My;xn Fie maser E*«-mm'1u.-u.m"‘,‘mm“wu - Ogen I
e | I
15. Select the file that you want to upload from the particular location.
16. Click Open. The files get inserted in the Upload Document window.
Targel Poider Workagace &
Sewiezin See maee (TLIBD0 M (5
T Saae oF Bl B | e sy
Nlararie e Nee  Pegee
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17. Click Upload. The files get uploaded in the workspace or the folder that you have
selected.

18. Click Close to close the screen.
19. Click Add/Edit Work Space.

20. If you click Add/Edit Work Space, the Edit Work Space Item screen appears as
shown.

‘Work Space name Workspace 4

Hlamber WSP_111520
“Hama  Workspaced

Descngnon |

Updsle  CQuss

Edit Work Space Item screen

21. Click Statistics. All the operational occurrences will be displayed as shown.

Work space mame Workspace 4

[ e | v | o

EEEk

Bets ] Category 1 Activityby  Destsiption

TG0 M fetw Work Sooce foiger s30320u0a ek ok Space foloer a00ed Oy 43031 QuUha o0 IMZM'WM;’J
BLTNEORTE MM Vsrk Soonce foice mod Mabid e ok Somcm Roce TociRac by 26533 Guhe on ek e e Koder | ‘i
ERTWII0RIZAM  hew domumend uphoader sab2 pune Work: Space nan BEOI270000 15-7TF new docirrent opkoaceo s S35 -
EQ101 0223 4M | b Sotrant ctsate GBI BAN Vo Sokes den BOOSTTO0001D.TIF s docusmint okiated by sab Ll
AITWILORIIM  hew somurent uoioeces 58002 gute \Work Soace Aee DEOIZT0000 11.7TF nevs Gocurvent upioeded by 35074 3
< S — . >

Sx& Cloas

Statistics tab

22. Click Close to close the screen.

Removing Work space

ishipdocs User Guide 110 of 207



ishipdocs

1. Selectthe work space you want to remove and place the cursor in the downward

L] ark Space ¥

arrow of

2. Click the second icon (Remove work space icon). A warning message
appears.

3. If you are confirmed that you want to delete the work space then click OK. The
confirmation message appears stating "Selected work space deleted successfully".

4. Click OK and the selected work space gets deleted from the tree.

Setting Alerts

1. Select the work space for which you want to set alert.

2. Place the cursor in the downward arrow of

3. Click the third icon |:| (Set alert icon). The Alert Settings window popped up.
There are lots of options.

[“ISelect all

Add file to work space

Delete file from work space
Add folder to work space
Delete folder from work space
Change work space

Delete work space

Notification type Email

Set Alerts Close

Alert Settings window

4. For setting notification for the file(s), select the appropriate options or you can select
the options altogether by selecting Select All option. The File Alert Subscription
section consists of the following options:

o Add file to work space: If you select this check box, any file added
to workspace will be notified.

o Delete file from work space: If you select this check box, any file
gets deleted from the workspace will be notified to other members.

o Add folder to work space: If you select t this check box, any folder
gets added to workspace will be notified to other members.

o Delete folder from work space: if you select this check box, any
folder gets deleted from the workspace will be notified to other
members.
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o Changework space: If you select this check box, any change in
work space will be notified to other members.

o Delete work space: If you select this check box, any work space
gets deleted from the list will be notified to the members.

Select e-mail as a mode of notification.

6. Click Set Alerts to set the notification alert as per your selection. The confirmation
message appears to confirm successful settings.

7. Click OK.
8. Click Close to exit from the Alert Settings window.

If you want to set alert for all the options directly select Select All check box. All the
options get selected automatically. You can also select individual options as per your
requirement.

10. Select Email in the Notification Alert Type.
11. Click Set Alerts. The confirmation message appears.
12. Click OK.

13. Click Close to close the window.
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Folders

Adding Folders

1. Select the folder or work space where you want to add another folder.

W Folder W
2. Click the downward arrow of . Many options will appear.

3. Click the first option o (Add Folder icon). The Add Work Space Item window
pops up. The window has two tabs: Folder information and Statistics. The Folder
information is displayed by default.

Create new loider

Permission Statistics

Add Work Space Item

4. Enter the folder name in the Folder Name text box.

Click the Permission tab, the Permission screen appears. You can give permission
to specific users who have availed the seats just like the Workspace section.

To select the user(s)/user role(s), click Add, the User List appears.
Select the users from the drop-down list. The User/User Roles list appears.

Select the user and click Add. The Permission screen pops up.

© © N o

Select the type of permission you want to provide to the users from the right hand
panel.
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Croote new folder

Folder information Swutistics

Selected user(s) Permission of Asmi guha
Permsson ABow  Deny
Y o v
\ St Pl v
B Aemiguhe Dowrioed Mies w
v
o= W

Add Work space item screen

10. Click Save. The confirmation message appears.

Message from webpage @

! E Folder created successfully,

Confirmation message

11. Click OK. The folder will be created.

12. Click Add/Upload from the Files drop-down list. The Upload Document window
appears.

13. Click Select Files. The Open dialog box appears.

14. Select the file(s) that you want to upload from a particular location.

15. Click Open. The file(s) get selected in the Upload Document window.

16. Click Upload. The file(s) get uploaded in the Files section in the right hand panel.

17. Click Close to close the window.

Editing Folder
1. Select the folder or vault that you want to modify.
i F aer v
2. Click the downward arrow of Different options will appear.
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3. Click the second option (Edit Folder icon). The Edit Work Space Item window
pops up.

Folder nama Folder_1

[ | o | o I

* Falder Hame  Foldee_t

Saw Closa

Edit Work Space Item window

4. Modify the information in the Folder information.
5. You may add or remove permission from the Permission tab.

Click Statistics tab. All the operational activities are displayed in the Statistics tab
as shown.

Edit work spuico Hum

Folsa name Folder 1

[ ot i | pemiien | o
P ERE

BIW01L 0125 AW s Wiodk Space foide sad32oua Thew ¥ mksommm:ymkmmwmmm-mm
SIYWILIBITAM | Viadk Soace Sider modk sabdZgvne Work Sosce fokger modfies oy £2032 guhs 00 work space Sem Foider_ - I
SIN201L 0134 AM hew Somment wolodder sadIZ guis Wiork Soace itien G032 2000002 TTF naw: coturrent LoBades by sad30] \l
FZAA01L0LIS A New coopment UDoaoe; a3 guhe Work Soace ihem 20 IZ00074.TTF nesm cotument (onadec oy sabd:
SFCOILOLIA A higy Solumen LOBASE: D)2 e Worke Soate (e SGUI2200000 I TIF néw document Lsoaded by nn).w
P " P 4 3

Taee Ciote

Statistics tab

7. Click Save. A confirmation message appears and the folder gets updated
successfully.
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Message from webpage

! E Folder properties updated successfully.

Confirmation message

8. Click OK and click Close from the main window.

Deleting Folder

1. Select the folder that you want to delete.

2. Click the downward arrow of

W Folder W

Different options will appear.

3. Click the third option (Delete Folder icon). A warning message pops up asking
whether you are sure that you want to delete the folder.

4. Click OK, if you really want to delete the folder. Your folder gets deleted from the list.

Setting Alert

1. Select the folder for which you want to set the alert.

2. Click the downward arrow of

W Folder W

Different options will appear.

3. Click the fourth option L— (Set Alert icon). The Alert Setting window pops up.

There are lots of options.
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[“ISelect all

Add file to folder

Delete file from folder

Add folder

Delete folder

Change folder

Sharing folder with another user

Folder sharing revoked from another user

Notification type Email

Set alerts Clase

Alert Setting window

4. For setting notification for the file(s), select the appropriate options or you can select
the options altogether by selecting Select All check box. The File Alert
Subscription section consists of the following options:

o Add file to folder: If you select this check box, any file added to
folder will be notified.

o Delete file from folder: If you select this check box, any file gets
deleted from the folder will be notified to other members.

o Add folder: If you select t this check box, any folder gets added will
be notified to other members.

o Delete folder: If you select this check box, any folder gets deleted
will be notified to other members.

o Change folder: If you select this option, any change in folder will be
notified to other members.

o Sharing folder with another user: If you select this check box, any
folder shared with another user will be notified to other members.

o Folder sharing revoked from another user: If you select this
check box, any folder sharing cancelled or withdrawn from someone
will be notified to other members.

Select e-mail as a mode of natification.

6. Click Set Alerts to set the notification alert as per your selection. The confirmation
message appears to confirm successful settings.

7. Click OK.
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8. Click Close to exit from the Alert Settings window.

Sharing Folder
1. Selectthe folder that you want to share.
™ Folder W
2. Click the downward arrow of Different options will appear.

P~
3. Click the fifth option (Share Folder icon). The Share Work Space Folder
window pops up. The folder name section displayed the folder name that you want to
share.

Folder name Print Document

Shared list (3)

(emall addresses can be separated by 3 comma or a sermi ¢olan)

avamigSplacmellcom

conlacts

Please accept this smwitation

Share Work Space Folder window

4. The window has two tabs: Create invitation and Shared list. The Create invitation
screen is displayed by default.

5. Create invitation:

a) Enter the email address of the person whom you want to share. You can share
folders with the same account users as well. To do so, enter the email id of the
account user in the To text box of the Create invitation screen.

b) If you want to share the folder with the existing contacts, click the Select Contacts

button adjacent to the To text box. The Contacts screen will appear. It displays the
list of existing contacts.
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Search in | Contact Name v Q| € e ex
| Contact Name | Company Name Email
[ g Bipul Mondal checkshare 19 check_share @yahoo.in ~
[ 8blpulm ARC bipulm @planwell.com
[ g Bipul PSP Customer User ARC customer @mailinator.co
L] 8 Dipti Pradhan Demo-Qa-ARC diptirp 101@yahoo.com
[ 8 Mac Johnson SDC company macjohnson@mailinator
Ll 8 mac Johnson ARC mac123@mailinator, com
[ s Manash Dutta Demo-Qa-ARC demogabm3@gmail.com
L] 8 manasis m ARC manasism @planwell,con 5
= -
Al#abcdefghijklmnopgrstuvwxyz [14 of 14]
Add Add & Close Close

Contacts screen
i. Select the specific contact(s) from the list whom you want to share the folder.

ii. Click Add & Close or click Add and Close separately to close the window.

e
—~ You can search specific contact, add new contacts and delete existing contacts from
the list by clicking (Search icon), A2 (Add New Contact icon) and X (Delete

Contact icon) respectively. Click « (Reset icon) to reset the contacts. To know
more about Adding New Contact please go through How To Manage Contacts.

c) To select the expiration date, click (Calendar icon). The calendar will be
displayed, select the date from the calendar.

d) Selectthe View option or the Edit option from the Permission field. The view
option will allow the selected contacts to view and download the shared files within
the folder and the edit option will allow the selected contacts to add/upload the files
within the folder and delete the files uploaded by the user.

e) Write down a message in the Message text field.
6. Shared list

a) Click the Shared list tab. The Shared list screen appears. The shared list displays
the list of invitees to whom you have already sent invitation to view or modify the
folder.
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Saarch in | ~Saloct one » Q
M Semad e sams Altatue Shursd dals Exgiry dale Pyrmssmn  Ldo svidee Add i “haw

Wlormalion  confacts . Message

N
N
N

AMAabecdeoelfghijhimmnopagratuovwxy: |3 ot 3}

Shared list screen

b) To search the contact from the shared list, enter the search string in the Search text

box, select the search criteria from the in drop-down list and click 8 (Search
icon). The particular contact will be displayed in the grid section. Clicking Reset
button will erase the search string from the Search text box.

¢) To re-invite any contact(s) from the shared list, select the invitee(s) and click the Re-
invite button. The invitation will be again sent to the specific invitee(s) and a
confirmation message will be displayed after successful invitation.

d) To remove invitee(s) from the Shared list, select the invitee(s) and click the Remove
button. The selected invitee(s) will be removed from the shared list and a
confirmation message will be displayed after successful deletion.

e) To export the existing invitee list, click the Export button. The Export invitee list
window appears.

Format:| Excel s

Export Close

Export invitee list window
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i.  Selectthe file format in which you want to export the invitee list from the
Format drop-down list.

il Click the Export button. The list of invitees will be exported in the selected
format.

iii. Click the Close button to close the window.

\

f) To modify the existing invitee, click (Edit invitee information icon). The Edit
invitee information window pops up.

Invitee: samratdcpl@gmail.com

Status: | Active v

Expiry: | 212012012

Edit invitee information window

i. Select the status of the invitee from the Status drop-down list. There are two
options: Active and Inactive.

ii.  To selectthe expiry date, click (Calendar icon). The calendar will be
displayed, select the date from the calendar.

iii. Click Save. The information is saved.

g) To view the invitation message for specific invitee, click I:I (Show Message
icon). The Invitee Message window pops up showing the invitation message.

Please check this folder

Invitee Message window
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7. To send the invitation to specific contacts, click the Create invitation tab first and
then click the Send button from the screen. The confirmation message appears if the
share invitation is successfully sent.

8. Click Close button to close the Share workspace folder screen.
IC’"\
i New users have to accept the invitation and register to ishipdocs application to view or
modify the shared folder. For registered users the above process is hot mandatory,

they can access files and folders without accepting the invitation shared by other
users.

Viewing shared list

1. Toview the list of invitees for a particular folder, select the folder.

™ Folder W
2. Click the downward arrow of Different options will appear.

3. Click the sixth option & (Shared list icon). The View shared list screen appears
which displays the list of invitees for that particular folder.

» Priot Document

Saarch Selact ane v (

. tmat or name Satsn Shared daty Cxpury dote Peressson | 084 invles Add e Shuwe
mforstaen  cimtacts  Heslage

rrr7

Alfabecdelghljkimnopgrstuywxyz Hold)

View shared list screen

4. To search the invitee from the shared list, enter the search string in the Search text

box, select the search criteria from the in drop-down list and click U, (Search icon).
The particular invitee will be displayed in the grid section. Clicking Reset button will
erase the search string from the Search text box.
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5. To re-invite any contact(s) from the shared list, select the invitee(s) and click the Re-
invite button. The invitation will be again sent to the specific invitee(s) and a
confirmation message will be displayed after successful invitation.

6. Toremove invitee(s) from the Shared list, select the invitee(s) and click the Remove
button. The selected invitee(s) will be removed from the shared list and a
confirmation message will be displayed after successful deletion.

7. To export the existing invitee list, click the Export button. The Export invitee list
window appears.

Format:| Excel s

Export Close

Export invitee list window

a) Select the file format in which you want to export the invitee list from the Format
drop-down list.

b) Click the Export button. The list of invitees will be exported in the selected format.

c) Click the Close button to close the window.

P\

8. To modify the existing invitee, click (Edit invitee information icon). The Edit
invitee information window pops up.

Invitee:  samratdcpl@gmail.com

Status: | Active &

Expiry: | 22912012

Edit invitee information window

a) Select the status of the invitee from the Status drop-down list. There are two
options: Active and Inactive.
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b) To select the expiry date, click (Calendar icon). The calendar will be displayed,
select the date from the calendar.

¢) Click Save. The information is saved.

9. To view the invitation message for specific invitee, click I:I (Show Message
icon). The Invitee Message window pops up showing the invitation message.

Please check this folder

Invitee Message window

10. Click the Close button to close the View shared list screen.

Refreshing the Page

Click

(Refresh icon). The Work Space section gets refreshed.

Files

Adding Files

Go to Cloud Workspace > Click on the Folder where you would like to upload the
file(s) from the left-hand panel > Click on File drop-down > Click on Upload Files
menu item

Screenshot below highlights the Upload Files menu item on the Cloud Workspace
screen,
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D Cloud Workspace 00068 Used
send files _ - Files
A 2 @w Cloud Workspace(s) of arctest2 File ¥ | Countper page: 15 v z
& @w My Work Space
Tl & e IETVAEIECHMERIS Rev.| File status | File size  Last uploaded 7| Sharefile
© @w DropFiles e
©- @@ Shared by others
- 3
Paed Ira]
sent items. =
~ a
Q@ €
tracking %
- El
“ [
cloud o
workspace
All#abcdefghijklmnopgrstuvwxyz [0 of 0]
dropfiles
hitps://www.arctechh.com/ishipdocscabinet/Cabinet/CabinetEditor.aspx?TAppID=uAySZ3Y1AXM=#

The HTML 5 Upload Tool will now open up instead of the Silverlight Upload Tool.
This screen is shown below,

Target: "My Documents'

In case of duplicate document :  Create New Copy A

Create New Copy
Create New Revision

=

Drop files here or click select files below

Upload now Clear Select files

Close after operation completes Close

Steps to demonstrate upload of files:

e Click on [Select Files] button to open the Document Selection window to select files/images
from the local computer

e Select the files/images and then click on [Open] button on the Document Selection window to
attach the files in the upload tool

Alternatively
o Open any folder on the local computer, drag and then drop the selected files/images in the

space provided in the upload tool on the application page
The selected file is shown in the screenshot below,
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Target: 'My Documents'

In case of duplicate document - Creans New Copy v

@ Brdge Buldng jpg X

1 File{s) selected Selected File(s) Size 106,886 KB Upload now

Close after operation completes

e Click on [Upload Now] button to start the uploading process

e Optionally: Tick the checkbox Close after operation completes will automatically close the
open Upload Tool window after the completion of upload

e Optionally: Select the option Create New Copy, if an already existing file in the application is
being uploaded again. This will create a new copy of the already existing file. Select the option
Create New Revision if a new revised version of the document with the same name is being
uploaded again. Below screenshot displays the successfully uploaded file on the Upload Tool
interface:

i Upload document

Target: 'My Documents'

In case of duplicate document Creats New Copy v

B fp v

1 File(s) selected Selected File(s) Size 106.886 KB Upload now

Close after operation ¢ ompletes

e s needed: Click [Clear] button to remove the selected files
e After the completion of successful upload, click [Close] to close the window

Screenshot below displays the successfully uploaded file under the target folder:
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Store. Share. Send.

O Cloud Workspace 0.00 G Used

send files Files
& C space ¥ | | ™ Folder ¥ 2

& @w Cloud Workspace(s) of arctest2 E
e My Work Space

inbox ! : F,r"’ BocUmENtS) Document name Rev.| File status | File size | Last uploaded | Share file
ropFiles LSS e LLLEESL

& shared by others I T @) sridge_puildingjpg 1 & 106.89 KB | 5/13/2016 05:07 AM

, |
%

sent items

e ¥ Countperpage | 15 v -

tracking

=
cloud
workspace

All#abcdefghijklmnopgqrstuvwxyz [1of 1]
dropfiles
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10. Creating Revised Document

€
a) If you want to modify the existing document, click (Download icon). The file
gets downloaded.

b) Modify the file.

c) Click Add/ Upload from the File drop-down list. The Upload Document window
appears.

d) Select Create New Revision from the In case of duplicate document drop-down
list.

e) Click Select Files and upload the modified file.

f) Refresh the page. The file will display as Revised 2 as shown.

[] Document Name *| Rev. FileStatus | FileSize | L
[ (é)GBiu&hdls.jpg 1 & 28KB &/
= @)GSunset.]’m 1 4 70KB 6f
| @ CJ water lies,jpg 2| & 82K8  6/:
& L winter.jpg 1 4 103KB 6

Revised document

11. Click History from the File drop-down list. You can see both the files, the original
one as well as the revised one. You can download the files as per your requirement.
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Copying Files
1. Select the files that you want to copy from one folder to another folder.
File W
2. Click the downward arrow of Different options will appear.

Click (Copy files icon). The Select Folder window popped up.

w

Select folder

e Work Space(s) of abc
4 My Work Space
2-@w OwnerVaultl

Select folder window
4. Select the folder where you want to copy the files. A warning message appears
stating whether the user is sure to copy the file in that particular location.
Click OK if you are sure to copy that file in that particular location.

6. Click Close to close the window. The file will be copied to the folder as per your
choice.

Moving Files

1. Select the files that you want to move from one folder to another folder.

File W
2. Click the downward arrow of Different options will appear.

Click (Move files to other folder icon). The Select Folder window popped up.

4. Select the folder where you want to move the files. A warning message appears
stating whether the user is sure to move the file in that particular location.

5. Click OK if you are sure to copy that file in that particular location.

Click Close to close the window. The file will be moved to the folder as per your
choice.
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Viewing History

1. Click the downward arrow of . Different options will appear.

2. Click a (View file history icon). The File History window popped up, where you
can see the files history.

File: serveranimation.gif

Change Set Category User Name Change Type Modify |
@ 113351 [ New file uploaded ] Add DipankarTest Cust Comg New file uploaded to work sp 4/11/2011
< >

Close

File History window

3. Click Close to close the File History window.

Deleting Files
v
1. Click the downward arrow of . Different options will appear.
l
2. Click G‘ (Delete files icon). A warning message pops up asking whether you are

sure that you want to delete the file(s).

3. Click OK. A confirmation message appears stating "Selected documents successfully
deleted".

4. Click OK. The document(s) gets deleted from the selected folder.

Linking Files

1. Select the folder or cabinet from the Cabinets section. The files within the folder
those are uploaded are displayed in the Cabinet Files list.

File W
2. Click the downward arrow of Different options will appear.

Q
3. Click the sixth option ® (Link files icon). The Document Download Link(s)
window popped up. The link of the download link is displayed by default.
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4.

a)
b)
c)

d)

5.

Setting Alert
1.

http:/Aww.arctechh.com/fishipdocscaliahorate/CabinetDocumentDownloader.ashx?Key=6141zI0LaEE

[ Add expiration date

Caopy to clipboard Close

Document Download Link(s)

You may or may not want to add expiry date. Adding expiry date implies that the file
can be downloaded before the expiry date only and if the date exceeds due to any
reason you won't be able to find out the file.

Select Add expiry date check box to add the expiry date.

Click (Calendar icon) to add the expiry date from the calendar.

To remove the expiry date, deselect the Remove expiration date check box. This
means there is no stipulated time frame for downloading the package.

Click Individual Expiration Date to create your own expiry date.
Click Create Link and the link gets added under Document Package Download

Link(s) text area.

Click Copy to Clipboard. The confirmation message appears stating links get
successfully added to the clipboard.

Click Close. The link gets copied to the clipboard.

Select the folder or cabinet from the Cabinets section. The files within the folder
those are uploaded are displayed in the Cabinet Files list.

Select the file(s) from the list for which you want to set alert.

B 4
Click the downward arrow of Many options will appear.
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4. Click the seventh option (Subscribe for alert icon). The Alert Settings window
popped up. The selected documents get displayed under Selected Documents
section.

Selected Documents

Document Name Desciption

Copy of ExportedConta

[select all

[ Delete file
[ Sharing file with another user

[ Sharing file revoked from another user

Motification type: ¥ Email

Set Alerts Close

Alert Settings window
5. For setting notification for the file(s), select the appropriate options. The File Alert
Subscription section consists of the following options:

o Delete File: If you select this check box, any file deleted will be
notified.

o Sharing file with another user: If you select this check box, any file
shared to some other person will be notified to other members.

o Sharing file revoked from another user: If you select this check
box, any file sharing cancelled or withdrawn from someone will be
notified to other members.

6. Select E-mail as a mode of notification.

7. Click Set Alerts to set the notification alert as per your selection. The confirmation
message appears to confirm successful settings.

8. Click OK.

Click Close to exit from the Alert Settings window.
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Exporting the List of Files

1. Select the folder or cabinet from the Cabinets section. The files within the folder
those are uploaded are displayed in the Cabinet Files list.

~ v
2. Click the downward arrow of Many options will appear.

3. Click the eighth option E] (Export icon). The Export Data window popped up.

Format | Excel %

Export Data window

4. Select the type of format from the Format drop-down list. The options are Excel,
CSV, and XML. Selecting specific option will enable the list of files to get exported
according to that particular format.

5. Click Export. The File Download dialog box appears.

Click Open to view the document that gets exported then save it to a particular
location or else click Save. The Save As dialog box appears. Select the specific
location where you want to save the document and click Save. The document gets
saved into that particular location and the confirmation message appears.

7. Click Close to close the Export Data window.
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Refreshing the Page

Click

Downloading File

(Refresh icon). The Files section gets refreshed.

1. Selectthe folder or workspace. The list of files within the folder is displayed.

2. Select the file from the list that you want to download.

£3
Click u (Download icon). The File Download dialog box appears.

4. Click Open to view the file or Save to save the file in a particular location in your
machine.

Share Workspace document
1. Select the file that you want to share.

2. Click (Share File icon). The Share work space document window appears. At
the top of the window the name of the document that you are sharing will appear.

€ You a0 shaning woek space document “BGO)270M00M, TIF

B I yainm ¥

il

11

Invites list

L mator ome States Expoe datr EAit mwtee formatinn  ASS 10 comtacts

Share work space document window
3. Inthe Share Info section:
o Click (Calendar icon) to select the expiry date of the shared
document.
o Write down a message in the Message text field.
4. Inthe Invitee list section:

a) Click Add Invitees from the Invitees List section. The Add Invitees window pops
up.
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Add invitee email

Select from contacts
Sexch 0 Contactreame vy Q1 & o mx

(-] Contact Hume Compaery Rame Email

00 PR W W
L " % |

AlZahcdelghijkimnepgrstuvywxyz [Saté

Add invitees window
b) Enter the email in the Email text box.

c) Click Add to invitee. If the e-mail id is new then a confirmation message appears
stating that the e-mail is successfully added. You can view the mail id within the
invitees list.

d) If you want to add contacts from the My Contacts section, select the contact name
from the list and click Add. A confirmation message appears stating "invitees
successfully added". You can view the contacts within the invitees list.

e) Click OK.

f) Click Add & Close or click Add and Close separately to close the window.

L
= You can add new contacts and delete existing contacts from the list by clicking 3

o

(Add New Contact icon) and X (Delete Contact icon) respectively. Click
(Reset icon) to reset the contacts. To know more about Adding New Contact please go
through How To Manage Contacts.

5. Removing Invitees:

a) Select the invitee(s) whom you want to remove from the invitee list.
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b) Click Remove Invitees. A confirmation message appears stating "Selected
Invitee(s) successfully deleted".

c) Click OK. The invitee(s) gets deleted from the list.

6. Editing Invitee Information:

LN

a) Click The Edit invitee information window pops up.

Invitee: mac@mailinator.com

Status:| Active »

Expiry. | 9/28/2011

Edit invitee information window

b) Select the status from the Status drop-down list. There are two options: Active and
Inactive.

c¢) Click to select the expiry date.

d) Click Save. A confirmation message appears stating "Invitee information
successfully saved".

e) Click OK to continue.

7. Click Share. A confirmation message appears stating "Selected item successfully
shared".

8. Click OK to continue.

9. Click t0 close the window.

Adding Comment

1. Click (Comment icon). The Comments window appears.
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b | lEnter your comment here Add comment

Close

Comments window

2. Enter the commentin the Enter your comment here text box.

3. Click Add Comment. A confirmation message appears.

Message from webpage lgy

|'> Comment added successfully

Confirmation message

4. Click OK to continue.

a You can delete the comment by clicking © (Delete icon). You can also edit the
comment if required and add more comments to it.
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How to Send DropFilesInvitation

From this module you can give permission to the selected users to view the DropFiles in the store

files. Follow the given procedure to share the DropFiles.

—

Click (DropFiles icon) from the left hand panel. The My DropFiles
screen appears.

DropFiles

DropFiles configuration

(¥ Your DropFiles size is not yet specified. So, you can use the available storage space.

LS

Allocated DropFiles space: 0 Bytes
Used DropFiles space 0 Bytes

DropFiles Invitation

V| Show invitee list

Send DropFiles invitation

DropFiles Info

DropFiles screen

The DropFiles Info section consists of the following information: Available Storage Capacity,
DropFiles storage capacity, DropFiles occupied size, Current DropFiles name, and the url of the
location of your DropFiles. You can change the DropFiles Storage Capacity and the Current
DropFiles Name.

A DropFiles screenshot is shown below,

DropFiles

DropFiles configuration

Account User

Available storage/DropFiles space: 18.42 GB Allocated DropFiles space: 1GB

Occupied DropFiles space: 18.08 MB Used DropFiles space: 18.08 MB
Allocate space

DropFiles Invitation

Send DropFiles invitation ¥ Show invitee list

2.72% of 20 GB Used

Invitee list
Search in| --Selectone- v | () Reset Re-invite Remove invitees ~ Countper page:| 50 r
Invitee Change DropFiles Expire date File count | Lastupload date| Status Edit Add to contacts
folder
[0 srinwvas@mirrorplus.com Srinivas@mirrorplus.co § | 7/31/ 3 6/19/2013 Active LY [
[T Srinivas.Mukkamala@e-arc.com My DropFiles Active LY
[ rshul@earc.com RahulDropFiles Active LY ©
[ manidipsc @planwellcom Wy DropFiles 13 9/27/2013 Active N o
[ manidipsc @planwellcom Manidipa o Active LY
M manidipac@planwellcom ielltest a Active LY
[ manidipsc @planwellcom Test a Active LY
[T manidipa.chakrabarti®e-arc.com My DropFiles a Active LY
[0 manidips. chakrabarti@e-arc.com Wanidips 4132016 Active LY o
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To change the DropFiles capacity, follow the given procedure.

a) Enter the DropFiles storage capacity in numerical number in the DropFiles Storage
Capacity text box.

b) Select the capacity from the adjacent drop-down list. The options are Byte, KB,
MB, GB, and TB.

c) Click Save. A confirmation message appears stating "Dropbox information
successfully saved".

d) Click OK.

e) You can allocate DropFiles size to the individual user. Click Allocate user
DropFiles size button. The Allocate user DropFiles size window appears.

Select user: | sab32 guha
Dropbox storage capacity 1 GB v

Dropbox occupied size: 9.01 MB

o
W
(el
O
]
o

Allocate user DropFiles size window
f) Select user from the Select user drop-down list.
g) Enter the DropFiles storage capacity.
h) DropFiles occupied size is given.

i) Click Save. A confirmation message appears.

DropFiles size for selected user is saved successfully.

—

Confirmation message
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Invitee List

From this section you may send invitation to the persons who can able to view the documents in your
DropFiles. Follow the given procedure to invite the persons to view the documents within the

DropFiles.

1. Select Show invitee list check box. The Invitation list will be displayed below the

checkbox.
DropFiles Invitation
Send DropFiles invitation ~ [¥| Show invitee list
Invitee list
Search: in| —Select one«E] Q Reset Re-invite Remove invitees ~ Count per page: 15@
—!| Invitee Change DropFiles Expire date File count Last upload Status Edit Add to contacts
folder date
[ manidipac@gmail.com test F74 0 Active LN -
[T manidipac@gmail.com My DropFiles F74 2 8/20/2013 Active N -

Invitee list section

2. Searching Invitees

If the invitee already exists you may search the invitees. To do so, follow the given
procedure.

a) Enter the search item in the Search text box.

b) Select the particular option from the in drop-down list. The options are: Email or
Name and Expiry.

c) Click Q (Search icon). The specific option is displayed in the Invitee list.
d) You may also click All / # / alphabets to search the contacts.

3. Inviting Members
To invite the members follow the given procedure.

a) Click Send DropFiles invitation button adjacent to the Show invitee list checkbox.
The Send DropFiles Invitation window pops up. The window has two tabs:
Invitation and DropFiles Folder.
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L

Send DropFiles invitation x

(email addresses can be separated by a comma or a semi colon)

| 90
) e
o Select
contacts [
Subject: ]
Message:

\ B 7 uss|9 o y|iEE

Expiration: | 912112013 . % [ Drop folder creation mandatory

Send DropFiles expiration alert

Send Close

Send DropFiles Invitation window

b) Invitation tab:

00
w

Select
i.  Click| ®"s |0 add invitees. The Add Invitees window pops up.

Sewch M Contactriame ¥ | QP g x
I Rionmssssimoon tusbey Tl b stcriny Searbonzov s
T Bsnsnenos onemae el Brac rrzosnt .
= R | +HISSITI007T Kugaras e Dapres wesDer th Soockiont. ¢ =
T Bieasmiwneron Trind Exeat roRdelcsn
T Bsrrmerassenn Tl Baenid sses Tt agtal o
r Qcommeisomns Tl Epeees #8083 Gonai.coo
oA (08477040 Guresar G Tral Eeen macSoimes & -
e e RTINS A% =
(AMl¥abcdefghijhlimoopgrstuvwxyz 1270 27)
Add  Add4Cloze | Tlose

Add Invitees window
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i Select the contact name from the list of contacts.

il. Click Add. A confirmation message appears.

Message from webpage @

! E Inviteels) successfully added,

Confirmation message

o Searching Invitees

i Enter the search item in the Search text box.

il Select the particular option from the in drop-down list. The options are:
Contact Name, Contact Last Name, Company Name, Email, Phone.

ii.  Click Q

section.

(Search icon). The search member will be displayed in the grid

iv. Select the member and click Add him/her in the invitee list.

V. Click Close to close the window.

|

Click Reset button to reset the setting.

a) DropFiles Folder tab

i. Click the DropFiles Folder tab. The following screen appears.
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© Select existing folder Add new folder
DropFiles folders

e DropFiles
© %@ My DropFiles

Save Close

DropFiles Folder tab

il You can select either Select Existing Folder option or you can create a new
folder by selecting Add New Folder option.

iii. If you select existing folder option you can select a folder from the existing
folder list and the person will be invited in that particular folder. If you do not
select any folder the files will be dropped in to My DropFiles folder by
default.

iv.  Select Add New Folder option and enter the folder name in the Add New
Folder text box.

V. Click Save. A new folder will be created.
Vi. Click Close to close the window.

4. Changing DropFiles Folder

a) Select the one for whom you want to change the DropFiles.

b) Click to change the DropFiles. The Change DropFiles Folder window pops up.
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9 Select existing folder Add new folder
DropFiles folders

e DropFiles
© &% My DropFiles

Save Close

Change DropFiles Folder window

c) You may select an existing folder or can create a new folder and click Save and
the folder will be saved as per your requirement and the person will be invited in
that particular folder from then onwards.

d) Click Close to close the window.

5. Editing Invitee Information

a) Click N to edit the invitee information. The Edit Invitee Info window pops up.

Invitee:samson@triform.com.my
Status:| Active »
Expiry: | 6/24/2011

Save Close

Edit Invitee Info window

b) You can change the status from the Status drop-down list. The options are Active
and Inactive. If the option is active the person will be able to upload his files in the
selected time frame and if it is inactive the person won't be able to upload his file in

that time frame.
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c) Click to modify the expiry date. You may extend the date or curtail the date as
per your requirement.
d) Click Save to save the invitee information. A confirmation message appears.
e) Click OK and the information gets modified.

6. Add to Contacts

a) If the contacts are not added to the contact list 24 (Add to Contacts icon)
appears adjacent to that particular contact.

b) Click 23 (Add to Contacts icon). The Add Contact window appears.

Contact Inforrmason

soos fram ipdocs

Seied S FIosince -

GNTFAZ00) intermation 8

Add Contact window
¢) Fill up all the specific fields of the following sections: Contact Information and Other
Important Information. The fields with the red marks are to be considered as
mandatory fields so you have fill up at least those specific fields.

d) Click Save. The confirmation message appears at the top of the screen if added
successfully.

ishipdocs User Guide 145 of 207



ishipdocs

e) Click Close to close the window. You can see the contact added under
Contact/Group Name list.

f{"\
- You can click Save & Close. This will save the information and close the window
automatically. You need not have to click Save and then Close separately.

7. Re-inviting the Contacts

a) Select the contact members whom you want to re-invite.
b) Click the Re-invite button. A confirmation message appears.
c) Click OK to continue.

8. Removing invitees

a) Select the contact members whom you want to remove from the list.
b) Click Remove Invitees. A confirmation message appears.

¢) Click OK and the contact member gets deleted from the list.
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How to Manage Contacts

From this module you can able to manage the address book. You may search, add contacts, add
groups as well as export the list if required.

Follow the given procedure to manage contacts.

3 &

Click . (Contact icon) on the left hand panel. The Contacts screen appears. The screen has
two tabs List view and Card view. The List view tab displays all the contact in form of a list and the
Card view tab displays all the contacts in form of cards.

o4 G
Contacts 0.01% of 20.00 GB
Card view
Search in| ContactMame v Q@ el xS
£
O Contact Name Company Name Email Phone Work Edit
= 8 {403)2656-5554 Labban Buckley Trial Expired elbuckley @carboncopyc \ ]
[ 8 +35314263700 fitzpatrick Trial Expired fitz@craftprint.ie \
(] 8 +61853210877 Kougianos Trial Expired westperth@clockwork.c ?\
[ 8 +31-3-5721-4080 Kondo Trial Expired hrio@fisnet.co.jp \
[ 8 +84777259673 Rajawasan Trial Expired sales@print2digital.com LN
[0 8 +84777377618 Serasinha Trial Expired indusera@gmail.com \
[ 8 009477340421 Gunawardana Trial Expired imac@sitnet.ik N
] 8 00262-735547441 KHALIL Trial Expired m_nos@go.com.jo \
= 8 0122909982 Maman Trial Expired samson@triform.com.m wN
[ 8 022-28574133 patel Trial Expired bhagirathdigital@gmail.¢ \
[ 8 33143538734 GRES Trial Expired a.gres@demaille. fr \
2] 8 353667128671 Drumm Trial Expired sales@copylobby.com \
[ 2 36205695515 Sodar Trial Expired gysodar @copygeneral.! \

Contacts screen

List view

List View screen is displayed by default, but if you want to come from Card View screen click the List
View tab. The List View screen will be displayed automatically.

Searching Contacts
1. Enter the search item in the Search text box.

2. Select the required option with which you want to search in the adjacent in text box.
The options are: Contact Name, Contact Last Name, Company Name, Email, and
Phone.
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3. Click Q (Search icon). The specific option is displayed in the List view screen.

4. You may also click All / # / alphabets to search the contacts.

l(*"f Click ** (Reset icon) to reset the setting.

Adding New Contact

1. Click [¥F (Add New Contact icon) from the action bar. The Add Contact window
appears.

Contact Information

Ermail

W notification preference s not seleciad, the contict

"
will not receive any notilications from shipdoc.

L2EA v

Select StmeProwunce v

GUT200) Infematio) »

architecturs ~

Add Contact window

2. Fill up all the specific fields of the Contact Information section. The fields with the red
stars are to be considered as mandatory fields so you have fill up at least those

specific fields.

3. Click Close to close the window.

l(,,/ You can click Save & Close. This will save the information and close the window
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automatically. You need not have to click Save and then Close separately.

Editing Contacts

N

1. Click (Edit Contact icon) from the Edit section adjacent to the contact name.
The Edit Contact window appears. Modify the fields as per your requirement.

2. Click Save. A confirmation message appears if updated successfully.

3. Click Close to close the window.

Removing Contacts

1. Select the contact(s) that you want to remove from the contact list.

2. Click X (Remove Contact icon) from the action bar. The Confirmation window
appears.

Delete the contact(s) and remove them from all communications Bz

Confirm Cancel

Confirmation window

3. If you are sure to delete it from the list select Delete the contact(s) and remove
them from all communications from the drop-down list.
4. Click Confirm. A confirmation message appears if deleted successfully.

5. Click OK to continue.

Importing/Exporting Contacts

1. Click |-# (Import/Export Contacts icon) from the action bar. The Import/Export
contact window appears.
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Impori Contacts v

Ok Cancel

IMPORT/EXPORT CONTACT window
2. Select Import Contacts if you want to import the contacts or Export Contacts if you
want to export contacts from the drop-down list.
Click OK.
4. Importing Contacts:
i. Select Import Contacts from the drop-down list in the Import/export contact

window.

ii. Click OK. The Import Contacts Step 1 window appears.

= http:/iwww.arctechh.com/ - ishipdocs - Import Contacts Step 1 - Windows Internet Ex... [:]@@

Import Contacts: Step 1 of

Source file type: | Microsoft Excel v
Select file for import: | _|[_Browse...
or Download Standard Contact template

Column Header Present

Duplicate Records . A
' - Qoverwrite @Disallow

(First, Last, Company name & Email

Next>> Close

Import Contacts Step 1 window
iii. Select the source file type from the Source file type drop-down list.
iv. Click Browse to locate the file to import in the Select file for import field.
Or,

Click to download the standard contact template.
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V. Select the Column Header Present check box to make the column header
available.

Vi. You can overwrite the records with the same name or disallow the duplicate
one. Click to select the appropriate option for the Duplicate Records.

Vii. Click Next to continue. The Import Contact Step 2 window appears. The
Import Contact Step 2 window displays the records available in the file. The
top 20 records are displayed for your perusal. If you want to modify certain
fields, please select the appropriate option to do so.

e gt oth

wre—— kel A . Tagpe g Vietd

Too Il recorms | pravees of e sate]

Lottt Ubddetione  Shmmthied  Fed 4 Pmadidbe () et d A R A

Import Contacts Step 2 window

viil. Click Next to continue. The file gets imported and the import summary is
displayed in the Import Summary window.

32 Lamvrany

Import Summary window
iX. Click Close to close the window.

5. Exporting Contacts:

i. Select Export Contacts from the drop-down list in the Import/export contact
window.
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Click OK. The Export Contact window appears.

ishipdocs

Choose Export Format

®@Excel OCsV

Export

Close

Export Contact window

Click to select the export format. You can export either excel sheets or the

CSV files.

Click Export. The File Download dialog box appears.

Click Open to open the file or click Save to save the file in a particular location.

Click the Card View tab the Card View screen appears.

Searching Contacts

ishipdocs User Guide

LISL tew
Sascch in | CostatMame v QA P e s
Labstan Buckley. 14631266 Apsinck, » 35314263700
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¥ 0w ¥ o
Kondo, +81.2.5781.4090 Rajywasan, +0477720867)
Ty Exgties Trial Eoved
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Teksn Nertemn
A ki
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Hougimon, 01393240977
T Eoprny

SIS0 Crameh cam au

SURLELEES F1)

Sersanha «947TTITT012
Trial Exprm

mauTaraggmak.com
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Maman, 0122009589
Trial Exprat
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Enter the search item in the Search text box.

Card view screen
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Select the required option with which you want to search in the adjacent in text

box. The options are: Contact Name, Contact Last Name, Company Name,
Email, and Phone.

Click Q

(Search icon). The specific option is displayed in the Card view

screen.

You may also click All / # / alphabets to search the contacts.

Click ** (Reset icon) to view the whole list. You can add, edit and export/import

contacts by clicking ©F (Add New Contact icon), '_,I(Edit Member icon) and &

(Import/Export Contacts icon) respectively. To know the process please go through
the above section.

Downloading VCard

ishipdocs User Guide

2

Click |~ |(Download VCard icon). The File Download dialog box appears.

Click Save to save the VCard or just click Open to view the Vcard. The VCard
details of the Vcard are displayed as shown.
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VCard details
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