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Gettingto KnowDrive
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AboutYourDriveAccountActivity

U Accountinfo

A Whenyou needto updateyour e-mail addressgoto the "Account
Information” field from the field where your usernameis written.

A If youwish, you caradda profilephoto, accessour name,surname
username andohonenumberinformations or updateyour e-mail
addresdrom the User Informationfield.

A Allwrongpasswordand usernameattempts madeto the system
underyour usernameare recordedin the IncorrectEntriesfield based
ondateand time.

Account info
Usage Statistics
About

Help

Language Options

Log Out

™



AboutYourDriveAccountActivity
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Device ID Date Device Name IP Address Mac Address Session Type  SignIn?
8d ***2b4  6/20/2023 2:30:40PM  Safarile [ web | When the device is changed
When MAC changes
() When IP changes
38**dl9  6/20/2023 9:56:226 AM  Safarile [ web | @D When the device is changed

() When MAC changes

() When IP changes

Information

@ s
() Emaiil
@
() Email



AboutYourDriveAccountActivity

U Usagenformation
A Itispossibleto accesghe domaininformationyouown anduseon the basisof file typesfrom the Usagelnformation field.

A Inorderto seethe distribution of the areayou are usingon filetypes it will be sufficientto clickon your usernameat the top right of the
pageandthen onthe Usagelnformation headingin the windowthat opens

% 10.45 Full 535,45 MB [ 5 GB
AN\

4,48 GB free space remaining.

188 168 0 14
Photo Folder Music Pdf
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Content
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== Storage Space 10% 4 Processlist 0

SuperLink
b2iAFTA ()T i A MyShortcuts Accountinfo
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a 4 (A Hell

&= Storage Space 10.45

Storage Usage

535,45 MB [ 5 GB
-

4,48 GB free space remaining.

Get More Storage

U Storage Space

Whenyou log in you camaccesghe storageareadefined
for you andthe percentageof your useof this storagearea

from the Storage Spacteld at the top left.

i 1
7 Process List

New File.docx Completed v

Clear Show Details

U Procesd.ist

Inthe Procesd.istarea you carseethe file-basedupload
statugduration) ofthe externallyuploadedfiles/ folders,
pausevery highsizedfilesand havethem uploadedagain
later.



Receivin@riveNotifications

You cartick the Notify Me option whensharingyour filesandfolderswith peopleoutsidethe
system,or you canreceivenotificationswhena systenusersharesfilesandfolderswith you
within the system.

Whenyou login, youwill receivea notificationin the upperright part of the screenthat isabout
someof the transactionamadewithin the system.Theseare;

A Foryourfilesandfoldersshareds P jiokiby anyuserdefinedon the sameserver, you
will receivea notification like: "User XXXharedthe file/folder XXX with you."

A Forthe foldersyouhavesharedviaa link with an externastakeholderthat is notdefined
in the system, yowvill receivea notification like: "TheXXXolder you sharedwith the
link hasheendownloaded" Learnhow to receivenotifications

A Forthe filesyou havesharedviaa linkwith an externalstakeholderthat is notdefined
in the system you will receivea notification like: "TheXXX filgyou sharedwith the link
hasbeendownloaded" Learnhow to receivenotifications

A Foruploadrequestscreatedwhenyouwant to transferfilesfrom anyexternal
stakeholderto your My Wallarea youwill receivea notificationlike: "A file hadeen
uploadedto XXXuploadrequest"

Notifications

The Bell.pdf file you shared with the link has
been downloaded. X

Clear All >



SavingNebContentto Drive

You carstorethe URL®f other websitesthat youwork with or wantto savewith
Drivethrough SuperLinks

Super Link

You can save the links shared to you, you can

Tocreate aSuperLink clickonthe # iconat the top. Specifya name foithe URL access quickly.
youwant to savefrom the "CreateSuperLink"option and completethe saving
processafter pastingthe link. You cameachthe relatedwebsiteon a

new browsertab by clickingon the SuperLink.

;:3 form

You carshareyour files/ foldersby creatinglinksand addtheselinksto superlinks
for quickaccess
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Drive carstoreyour digital files of anyextensionand size. You canew & edit any
file type onthe system. Test.zip

New File.xlsx

Note: Soméefile typescannotbe openedor edited within the drive system. For
suchfiles, you carusethe DivvyFlastapplicationor you cansimplydownload 2
thesefilesto your desktop andnakeyour edits.

Note: Otherthan storingyour zipfilesin drive, you camlsozipyourfilesin Drive New File.docx
overthe web. In orderto openZipfiles, DivvyFlaskapplicationmustbe used -]

Note: You carviewthe file namesin the zipfile by double-clickingor usingOpen
option from the right clicklist.

A Tolearnhowto edit yourfiles,

11
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UPLOADING FILESLDERS
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Driveallowsstorageof all filetypes It is possibleto
storefiles of unlimited typesandsizes

1. UploadingFiled Foldersvia Web
A With the drag anddrop method ofyourfilesand
folderson your computer
A You caruploadthem to the Drive systenby
choosingUploadFile/Folderfrom the right-click
menuor from the QuickAccess + menu.

Note: You caruploadexistingfilesandfoldersto the
Drive systemaswell as createnew filesandfoldersby
right clickingon anempty areain the system,or by
selectingNew from the menuthat opensor from the
QuickAccessnenu.

«

My Wall
38 Ccommon Folders
PV Media

Documents

DivvyMail
B rfom
[ Job Tracking
ﬁ DivvyCalendar
p Passwords
Divvy Note

&3 upload Requests

«§ sharing

User Groups
W Archive Groups
% Recycle bin

History

° Medya Show

Virtual Drive -
~ WebDav

Q Divwy Search

BENEK IS

== Storage Space

My Wall

« >

Folders

[ Payiagilan Kiasor

Files
e-Documenthtml
e
- —
:_7
-
-

Yeni Form.divvyform

IS v.a72s

+ Processlist 0

Yeni Klasor

Riverjpeg

Yeni Dosya.docx

e
20 June
By name (A-2)
[ por 8 ==L

Yeni Dosya.pdf Yeni Dosya.txt Yeni Dosyaxisx
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2. UploadingFiles Foldersvia Android Devices

Touploadfilesandfoldersfrom your Androiddeviceto Drive
A Login
A Clickonthe @ button at the bottom right,
A SelectUpload

A Select'Allow" option for the Driveapplicationto access
your photosandfiles,

A Completethe installationby selectingyour filesand
foldersyouwant.

Note: Creatinga new file within the mobile applicationis not
supported Youcanonly uploadthe fileson your device

3. UploadingFileg FoldersviaiOSDevices

Touploadfilesandfoldersfrom youriOSdeviceto Drive;
A Login
A Clickonthe @ button at the bottom,
A SelectUploadDocument

A Select' Allow" option for the Driveapplicationto access/our
photosandfiles,

A Completethe installationby selectingyour files andfoldersyou
want.

Note: Creating a new file within the mobile application is
not supported Youcanonly uploadthe fileson yourdevice

15



UploadingFilesandFolderdo Drive

Create Upload Link

4. UploadRequest(File/FolderUploadby SomeoneOutsidethe System)

choose in Divvy Drive.

You caruploadfilesto the systemyourself or you canhavesomeone
outsideuploadfilesin accordancevith the conditionsyou specify Forthis; Request name

A You carselectthe CreateUploadRequesfield from the QuickAccess
menu inthe "My Wall" areg, or clickthe Left Menu >UploadRequests
field and clickthe signin the upperright corner

A Givea nameto the UploadRequest

A Selectthe folder wherethe uploadwill be madefrom the Folder et
to be Uploadedoption.

A You caredit the permissonf the personwith the CustomizeSettings

1 Password to be asked to the person who
Optlon uploaded the file

= Customize Settings

A RestrictionssuchasValidity Period Validity Date, Password EMail
Notification,Numberof LinkUsage Numberof Filesthat can be .
Uploaded Total File Sizat can beUploadedcan bemadefor the link e g eenee
to be created -

Explanation

Note: You carstorethe file that will be acceptedexternallyin your "My Wall"
areaor you canstoreit in publicfolderswhere youhaveauthorization

By sharing an upload request with your acquaintances, you can ask them to upload their files to the folder you

Select Folder

Validity Date

Notify by Email

Total File Size That Can Be Uploaded

MB v

Cancel

16
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Downloading-ileg¢Folderd=romDrive

As you carstoreyourfilesin Drive, you caalsocontinueyour operationsby downloading
yourfiles.

1. DownloadingFiled Foldersvia Web
Forthe filesandfodlersin the Drive systenyou can;

A Downloadthemto your computerwith the Downloadoption from the right clickor
three-dot menu.

A Performyour downloadsin My Wall, PublicFoldersand Sharedwith Me areas

Note: You cardownloadyour files by massselection Massselectedfiles are downloadedto
your computer

:I
S

New File.docx

& Download
¥ Cut

I Copy

& Share by Link
«§ Share

@' Rename

4 Create Shortcut
& LockFile

}r File Versions
@ File History
@ Archive Tags
G Zp

W Delete

@ Delete Permanently

i= Features

MYy
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2. DownloadingFiles Foldersvia Android Devices
Todownloadyourfilesin the Driveapplicationto your Androiddevice

A SelectDownloadfrom the three-dot menu onthe file youwantto
download

A You caraccesghe filesyou havedownloadedbeforein the Downloads
areaby clickingthe = button at the top left.

A OpenFile Manageto accesshe downloadedfile onyour device
A You caraccesghe filesyou downloadedin the DriveFolder

Note: Downloading~oldersis notpossiblethroughthe mobile application

3. DownloadingFiled FoldersviaiOSDevices
Todownloadyourfilesin the Driveapplicationto youriOSdevice

A SelectDownloadfrom the three-
dot menuonthe file youwant to download

A Youcanaccesshe filesyou havedownloadedbeforein the Downloads
areathat isunderMore sectionat the bottom right.

A Tosavethe file to your device you caninstantly shareit with
applicationsby clickingShare" button from the Downloadsmenu,or
downloadit to your phoneby clickingsave

A Toaccesghe filesyoudownloaded

Note: Downloading~oldersis notpossiblethroughthe mobile application

19



Viewingand OpeningFilesandFolderan Drive

1. Viewingand OpeningFilesand Foldersvia Web
Doubleclickon the relevantfile/folder to openyour filesandfolders

A Documentswith .docx .odt, xlsx .ods .txt, pptx, .odp extensionscan beedited by online
editorsin Drive.

Toopenwith adifferent extension

A Driveallowsyouto openyour fileswith 3 different editors.(Microsoft Online Office, Libre
Office,DivvyOffice You caropenWord andExcefiles by right-clickingor entering
the Openfield from the three-dot menuto edit your fileswith the editor you want. Edited
filescan beviewedas fileversionswhensaved

A

Note: Whenyoutry to opena file with anunsupportedformat, the systemwarnsyouthat the
file format is notsupported
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= L [ PDF [
[ (
+ Open » > Open with Online Office

& Download » Open With Libre

New File.docx K Cut » Open With Divvy Office

3. Viewingand OpeningFilesand FoldersviaiOS
Youcanview or openyourfilesandfoldersviathe
mobile application

Note: Editing can be donwith localeditorsin mobile
applications Forthis processyouneedto downloadthe
documentsand savethem n the relevantfile areaof
your smartservice.

20



DELETING ANRECOVERING FILES/FOLDI



DeletingFile¢Folderan Drive

Toremovea filefrom Drive,moveit to your recyclebin. Filesandfoldersin Drive can beleletedin
two ways

A Delete> Transferredo RecycleBin, can berecovered

A DeletePermanently> It is completelydeleted and cannotbe recovered
1. DeletingFileg Foldersvia Web

U Movingto RecycleBin andRecovering

A Login

A Rightclickon the file/folder youwantto delete or selectthe Deleteoption from the three-dot
menu.

A Torecoverthe relevantfile, goto the RecycleBin l‘?’.» from the left menu.

A Recovethe file/folder in the RecycleBinby right clickingor usingthe "Restore"option from
the three-dot menu.

Note: Thefiles/foldersin your recyclebin take up spacein your storagdquota).

U DeletePermanently

A Rightclickon the file/folder youwant to delete or select
PermanentlyDeletefrom the three-dot menu

A Oncethe file isdeleted it cannotbe recovered

New File.docx

L & Open

& Download
¥ Cut

I Copy

@ Share by Link
« Share

@' Rename

& Create Shortcut
& LockFile

{r File Versions
@ File History
@ Archive Tags
B zp

W Delete

W Delete Permanently

= Features



DeletingFilegFolderan Drive

Quick File Deletion X
1. QuickFileDeletion
1 H 1 H Important information

A Th ISprOCGSSJeI’fOFmSthe taSk Ofdeletl ng the Ve rSIO nwf you r fl I es ™ This process performs the mass deletion of the versions of your files in the folders you marked. When

fou nd | nS|defO|de rsin bu I k_ Quick File Deletion is performed, only the latest version of all files in the marked folders are stored.
A Whenthe quickfile deletion processtakesplace designatedversions —

Of a_” flleS Wlth | n the markedf0|ders are ke pt_ @ When Permanent Delete is turned off, all deleted files are sent to the recycle bin. When the Permanent

Deletion option is turned on, all deleted files are subject to permanent deletion. Caution: This action

cannot be undone.

A Choosehe file/folder youwantto delete.

Folders

A Determinewhicharethe latestversionsof yourfilesto be kept. C——

Bm YeniKlasor

By name (A-Z) Fast Access ==

Upload File
3 upload Folder 0 ‘

How Many Last Versions Should Be Left Undeleted? 1 v
New

D Create Installation
Request Cancel

M Quick File Deletion

23



DeletingFilegFolderan Drive
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DeletingFileg FoldersviaiOS
Movingto RecycleBinand Recovering

Login

Rightclickon the file/folder youwant to delete or selectthe
Deleteoption from the three-dot menu.

Deletedfiles/foldersare movedto the RecycleBin.

Torecoverthe deletedfile, enter the RecycleBin ¢’ from the "Mo
re" menu.

Recovethe file/folderin the RecycleéBinby right clickingor using
the "Restore' option from the three-dot menu.

Note: Thefiles/foldersin your recyclebin take up spaceon your
storagdquota).

.
A
A

DeletePermanently
SelectPermanentlyDeletefrom the three-dot menu.

Oncethe file isdeleted it cannotbe recovered

24
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Organizind-ilegFolderan Drive

I UploadFile

& Upload Folder

Bycreatingfilesandfoldersin Drive, you camanage, copyand moveall your data

betweenfolders

U CreatingFilesandFolders
1. CreatindrilegFoldersviaWeb
A Login.

Folders.

Entera name forthe File/Folder

o Do Do Do Do

Clickon Save

HO / NER & B3MMBR NE A R

A h LISiyKSSNH @8 38 2 dziMIR NBSAO# O S
Ac¢lLKSROAOR if K&S2 G INA B K U
A¢IiKSNBEa € ANI@ Yy

A9y idSNIF YIBKTSR 2ARIS NJ
Alt2GN I 8o

Selectthe areawherethe file andfolder will be createdMy Wall,Public

Selectthe Newfield from the right clickmenuor the QuickAcces:+ menu.
Pickthe type of the file/folder youwant to create.

&£ Refresh
@ Add Folder Template
4+ New » @m Folder
& Sort » B Word File (.docx)
B Word File (.odt)
B Excel File (xisx)
Excel File (.ods)
Text File (.txt)
Powerpoint File (.pptx)

Powerpoint File (.odp)

r e e P2

Form

3. Creatind-oldersviaiOS

A Openthe Driveappon youriOSdevice

A Tapthe Add @iconat the bottom middle.
A Tapthe CreateFolder /" 7icon.

A Entera namefor the folder.

A Clickon Okay.

26



Organizing-ilegFolderdan Drive
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Files

& Download
New File.docx

¥ Cut
& Copy
& Share by Link

& Share

3. CopyingrilegFoldersviaiOS
A Openthe Driveappon youriOSdevice

Tap onthe three-dot menuof the file/folder.

A

A SelectCopy
A Selecthe copylocation(folder) or createa new folder.
A

Tap onthe CopyButton.
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U MovingFiled Folders
1. MovingFilegFoldersviaWeb

A

A
A
A

Login.
Rightclickon the Filefolder youwantto move
SelectCut

RighClick>Pasteiconin the relevantareaof the cut file/folder to moveuit.

2. MovingFilegFoldersvia Android

A

A
A
A
A

Openthe Driveappon yourandroiddevice

Tap onthe three-dot menuof the file/folder.
SelectMove.

Selectthe movelocation(folder) or createa newfolder.

Tap onthe Move Button.

E « Open

& Download

New File.docx

X Cut
I Copy
& Share by Link i UploadFile
< Share B Upload Folder
I Paste
2 Refresh

+ New

4 Sort

3. MovingFilegFoldersviaiOS

A

A
A
A
A

Openthe Driveappon youriOSdevice

Tap onthe three-dot menuof the file/folder.
SelectMove.

Selectthe movelocation(folder) or createa new folder.

Tap onthe Move Button.

28



Organizing-ilegFolderdan Drive

Files

=

New File.docx

+ Open
U Creating aShortcutfor the File/Folder

& Download

¥ Cut

1. Creatinga Shortcutfor the File/FolderviaWeb @ copy

A Login. PO
A Rightclickon the file/folder to be accessedjuickly .E,
A Clickon CreateShourtcut R

@ File History

A Entera name forthe Shortcut

Note: Toaccesgshe createdfile/folder shortcuts clickthe Shortcutsiconat the top 9 4y P
right of the page

Note: Toremovethe createdshortcuts clickon the Shortcutsiconat the top right of My Shortcuts
the page Clickon the crossiconto the right of the folder names

H ﬂi New File xIsx

a New Folder

29



OrganizindrilegFoldersn Drive

U CreatingFolderTemplates
1. WebFolderTemplate
A You careasilyreplicateyourfolder tree by creatinga template.
A Rightclickthe folder for quickaccess
A Clickon the CreateShortcuticon.
A Entera name fotthe shortcut

A Toreplicateyour folder tree, right-clickin ablankareaandselectthe addfolder
template option.

Note: Toaccesshe createdshortcutfiles/folders clickon the Shortcutsiconin the upper
right cornerof the pageto accesshe createdshortcutfiles/folders

Note: Toremovethe createdshortcuts clickon the Shortcutsconin the upperright
cornerof the page Clickon the crossiconon the right sideof the folder names

Note: Thereare no filesin the folder template. Onlythe subfoldersin the sameorder are
pastedinto the relevantareaempty.

i UploadFile

B Upload Folder

£ Refresh
B Add Folder Template
4+ New

& Sort

Folder

— @ New Folder Nome

Cancel

30
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2. Creatinga Shortcutfor the File/Foldervia Android
Openthe Driveappon yourandroiddevice

Tap onthe three-dot menuof the file/folder.
SelectCreateShortcut

Entera name forthe shortcut

o To Do Do D>

Tap onCreatebutton.

Note:Toaccesghe createdfile/folder shortcuts clickthe Shortcuts
iconat the bottom right of the page

Note: Toremovethe createdshortcuts clickon the Shortcutsiconat
the bottom right of the page Tapthe three-dot menuto the right of
the file/folder names

3. Creatinga Shortcutfor the File/FolderviaiOS
Openthe Driveappon youriOSdevice
Tap onthe three-dot menuof the file/folder.

SelectCreateShortcut

o To Do D>

Entera namefor the shortcut

A Tap onCreatebutton.

Note:Toaccesghe createdfile/folder shortcuts clickthe Shortcuts’ ~'conat t
he bottom of the page

Note: Toremovethe createdshortcuts clickon the Shortcutsiconat the
bottom of the page Dragthe file/folder youwant to deleteto the left.

31



Organizind-ilegFolderan Drive
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U File/FolderSortingand Changingviews

. . . . . fg Paste
1. FileFolderSortingand Changing/iewviaWeb . -
A Login. + Mew
& Sort 1
A Sortyourfileswith the "Sort' option from the drop-downmenu  ®remeta 1
the upperright menuor simplyright clickon anempty areaandselect t

Sort

A Tochangethe displayorder (list or thumbnail offiles/folders, clickthe

View = button in the upperright menu.

2. MovingFilegFoldersvia Android

A
A

Openthe Driveappon yourandroiddevice

Sortyourfilesfrom the "ByName (AZ)' drop-downmenuabove
the files/folders

Tochangethe displayorder of files/folders clickthe View button in
the upperright menu.

[ Upload File

& Upload Folder

1
1=

2 By name (A-Z)

By name (Z*A)

1 Size (Growing)

size (Decreasing)

Type (A-Z)

IF Type (z-A)

i3 Creation Date (old)

g Creation Date (New)

3. MovingFilegFoldersviaiOS

A Openthe Driveappon youriOSdevice

A Sortyourfilesfrom the "ByName (AZ)' drop-down

menuabovethe fileg/folders

A Tochangethe displayorder of files/folders, clickthe View button in

the upperright menu.



Seeindrive File Activity and
Versions

You carviewthe added modified, read, sharedand updatedmovementsof your
filesandfoldersin Drive.

1. SeeingDrive File Activity and/ersionsvia Web
A Login.

A Rightclickon the file/folder whosehistoryyouwant to seg or clickon the "File
History' & "FolderHistory' fieldsfrom the three-dot menu.

A Rightclickon the file youwantto seethe versionsof, or clickon the "File
Versions field from the three-dot menu.

Note: Foldersdo nothave"FolderVersions.

Note: Everychangeor renamingmadein Word, Excdiilesis savedas anew
version Any version can bmadethe lastversion(the versionthat will be opened
whendouble-clicked andwork on the file can becontinued

Note: Rightclickon the file or selectLockFile & from the three-dot menusothat
no editing or versionchangesare madeon the files. Onlythe userwho haslocked
the file canunlockthe file.

Files

@ < Open —
— « Open
& Download
New File.d N
lew Flle.docx ~
X cut New File.docx o
¥ Cu
& Copy
I8 Coy
Share by Link
¢ L & she
«§ Share & sha
@ Rename @ Renan
4y Create Shortcut & Create Shortcut
& LockFile & LockFi
}r File Versions P File Versions
@ File History @ File History
@ Archive Tags @ Arct ]
File Versions
a New File.docx
a New File.docx
a New File.docx
File History
Process Access Device Transaction
type Version User name IP Address Name Date
Adding v.3 Wopi-Online Wopi-Online Office 03/31/2023 15:05

ZEDELENMEZ

Office



Seeindorive File ActivitgndVersions

2. SeeingDrive File Activityand Versionsvia Android

A Openthe Driveappon yourandroiddevice ¢ File History
A Clickonthe "FileHistory', "FolderHistory' fieldsfrom the three-dot R
menu onthe file /folder whosehistoryyouwantto see i ‘
A Clickon the "FileVersion$ field from the three-dot menu onthe file you 'S
want to seethe versionsof. it
odf $SENE IS CAHTyRSING & BREMG &
A h LISIyKSSNN @8 3B 2 dzNE S @ O S
A1t RGIKHS Alf S5 B TIRE RS NHRANFENERKISK ME2SS yodyli KA -
KF 2 { RISNR B3 & 24 yi 3B 3PS
At &@ﬁ‘thﬁ A SNBHF 2 )i;éxl:EA‘KuSK B S Adding
R 2Y3S y2dgi KFSASE 280t y( (B SISKAS NEARY a B

Wopl-Online Office
| f

b 2 (9SHYSYINEER A T 2 NBIYAL 2WWA W8y 2 2 NRXX BIEOSH SHSNBA 2 Y
I y@S NIOA 3 b RiSKESI @ SINHIAKZDE NJI K2 Wid @ LIS YwXKRR2 dzo f S
Of AW IBRARM KISA £ S O2yyi &D/SIzS R
Note: Lockthe file by selectingLockFileby right clickingor clickingon
the three-dot menu onthe file/folder sothat no editing or version
changesare madeon the files. Onlythe userwho haslockedthe file
canunlockthe file.
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Drive FildProperties

1. Web FileProperties

U Features
A Clickon the "Feature$ field from the three-dot menu onthe file youwantto seeits properties
A File sizecreationdate information can beaccessedrom this area
U FileFingerprint
A You carguaranteethe immutability of your fileswith FileFingerprint
A Clickonthe "Propertiesc FileFingerprint' field from the three dot menu onthe file youwantto create afingerprint
A Generatethe hashesf the file with the "Create"option.
A Inthisway, you carcheckwhether anychangeshavebeenmadeto a file youcreatedand sharedlater by comparingthe fingerprintsof both files.
File Propeties X
deneme.docx
5.3 KB
5,402 Byte MD5
01/23/202413:53 D41D8CD98FAOB204E9800998ECFB427E
01/23/202413:53 SHA256
3 E3BAC44298FC1C149AFBF4C8996FB92427AE41E4649B934CA495991B7852B855
Indexed ( 31) SHAG12
Save CF83E1357EEFB8BDF1542850D66D8007D620E4050B5715DC83F4A921D36CE9CE47D@OD13C5D85F2BOFF8318D2877EE

C2F63B931BD47417A81A538327AF927DA3E

My Wall -» deneme.docx




DefiningFolderAlarms

You camotify the useryouwant to be awareof the changesnadein the foldersin the My Wall or

Define Alarm

PublicFoldersarea usingRightClick-Alarm.

A Rightclickon the relevantfolder or selectAlarm > Definefrom the three-dot menu. Type

A Type Indicatesthe operationsin the folder.

AddingFiles

Locking-iles

File MaximunVersionCount
SharingFiles

DeletingFiles
PermanentlyDeletingFiles
Renaming-iles
AddingFolders
Sharing~olders
DeletingFolders
PermanentlyDeletingFolders
Renamind-olders
Sharingrileswith Link

User

00

User Groups

Select v

Cancel

Sharing~olderswith Link
MaximumQuota

o To T Bo To I Bo To T Do To T Do Do I

A Fromthe pagethat opens selectthe userandusergroupsyouwant the notificationto be sent

to.

Alarm

A With the SupervisorNotification, it isensuredthat the superiorsdefinedin the AD(Active

Process type Users

Directory)structureare notified.
e.g If the supervisorof the selectedpersonX ispersonY, notification is sentto both X and Y. Adding Flles
A You carsendnotificationsby SMSor Email.
A Toviewthe definealarms right clickon the relevantfolder or selectAlarm >Recordgrom the

three-dot menu.

Supervisor Notice

Is it included in subfolders? Email Sms
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You carfind filesandfoldersin Driveby name andcontentsearch

You cartype the word youwant to searchon the SearchBar to searchfor the file youwantto find.

Search Filter

o File 0 Folder
U Seal’Cf‘Fi |tel’ o Search Assets Search Deleted
You carperformyour file/folder searchegasterwith the
SearchFilter v icononthe top right of the screenand @ search AllFolders Search All Versions
you carnreachyourtarget datamore easily
Search Tags Search EXIF

Search Contents

Cancel Apply
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U TagSearch

ByAssigninglragdor alltypesof filesin Drive, yowvill be ableto reachthe File Propeties
file youarelookingfor more quickly

A Inorderto assingatag, right clickon the relevantfile or enter the
Propertiesfield from the three-dot menu.

A Inthe tag section write the word that can bethe searchshortcutof the
file for you andsaveit.

A Tosearchfor tags clickon the filteringicon ¥ in the upperright area
andactivatethe Searchlagsoption. After that, you careasilyaccesall
your files by typing the tagyou put inthe searchbar.

Note: TagAssignmentgan beonly doneviaWeb. Thetagsassignedria
Web can besearchedn Android and iOS mobibgpplications

New File.docx
1,5 KB
03/31/202315:06
03/31/202315:06
4

Not Indexed

My Wall -> New Folder -> New File.docx

Save
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SearchindgrilesandFolderan Drive

U0 { SIF NCRAWER2T RSNE

Mi{ S| NIOCK KOBZA BRNRO 3. Searchingrileg FoldersviaiOS
Alz23aryo A Openthe Driveappon youriOSdevice
A{ StBKNSNE Ralt Vi@ S NKE KSSYFSiy dz 6 atddza f x & Selecthe areayouwantto searchfrom "More" areaunder
C2f RKNEHB RK aS32 0 &RSy &a the bottom right menu (My WallPublicFolders Shared
AP < oA A 5 with Me, Media,Document$
A ¢ e lingsS2 NRar ViR ST NIDKES S I NI _
. R L A Inthe relevantfield, type the word youwant to searchfrom th
A Y KABLILDEANT o i din KNS £ ST ®/TUR e"Searchicon ¢ inthe top menu.

b2(,S2vdzIAl@8 ! REOKSHhE BKE2 { RS NA

S| NCKAKCZ2A WINBERNE A R
HR L o m%ﬁ o Note: With the "SearchCriterid' nextto the searchbar, you can
A h LISIyKSSNA @& 38 2 tzWMIR NRSARA O S searchfor filesor/and folders, aswell assearchfor filesin the folder you

A { 8 f (BKDSNB B gl )G @ S| NEE ‘KfSSYFS]N dz 6 atedzd fl X (Da%ein or accordingo the latestversioninformation of the file,
C2f RXNIMBRK aS32a&RAy &4 file contentinformation of the text to be searchedkeyfield information

L . o o and fileexifinformation. You caralsosearchdeletedfilesandfolders
A L KNSt SENTRRILS?2 NRar Viie ST NRIREXES SO K
AORVKIS2 LI YSy dzo
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U ArchiveGroups
Driveallowsyouto groupyour filesandfoldersas youwish.
A ArchiveTags Refergsto the keywordsassignedo the files.

A ArchiveGroups Refersto the collectionof createdarchivetagsas agroup
underaheader

1. Web Archivésroups
U Creating an Archiv&roup

A Clickon the ArchiveGroupsfield in the left menu.

B Archive Groups

Archive Groups

New Archive Group

New Archive Group

Archi

Department - Drop dow... Identification Number - I...

y

Name & Surname - Text

A Rightclickor select"Add New ArchiveGroug' with the button =+ at the top
right.

A Decideunderwhichheadingyouwant to classifythe filesin your foldersand
determinethe ArchiveGroupname.

@ Add New Archive Group

@ Add New Archive Tag
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ArchiveSearchn Drive

To To To I»

T

U Creating an Archivéag

Clickon the ArchiveGroupsfield in the left menu.

Rightclickor selectthe "Add New ArchiveTad' option with the+ button at the top right.

Specifya name foryour Archive Tagand chooseits type.

Types Text integer, date, longtext, dropdownlist, multiple dropdownlist, checkbox,
monetaryvalueandintegercounteroptionsare available

Clickon Save

U MatchingArchiveTagand ArchiveGroups

Thecreatedarchivetagsand archivegroupsmust be matchedin orderto be ableto
search

Rightclickon the ArchiveGroupto be matchedor selectthe relevanttagsfrom the
"AddNew ArchiveTad' option from the three-dot menu.

Thus yourtagsare collectedin agroup.

New Archive Tag

Archive Tag Name

New Archive Tag

Type

Integer

Text

|

B oate

Long text

Drop down list

Multiple Drop-Down Lists

Alanls b

Archive Groups

New Ar(
=) @ Add Archive Tag

i= Label List
Archive Tags
@ Edit

Bm Folders

< W Delete

44
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U MatchingArchiveTagand ArchiveGroupsto FilegFolders
A Todefinearchivetagsfor files foldersin My Wall and PublicFolderareas

A Rightclickon the relevantfolder or selectthe archivegroupyou createdfrom the
three-dot menuArchiving> Define Archivesroup,

A After selectingthe archivegroup, inorderto definethe sametagsfor all the filesin
the relevantfolder, right-clickon the relevantfolder or chooseArchiving> Assign
Taggo Filesfrom the three-dot menu.

A Inorderto definedifferent tagsfor eachof the filesin the relevantfolder, definethe
tagsby right-clickingon the relevantfile or clickingArchiveTagsrom the three-dot
menu.

U ArchiveSearch

A Clickonthe % iconinthe upperright areato searchthe filesin accordancewith
the assignedarchivetags

A Selectthe archivegroupyou created

A Performyour searchby filling in the tagsand mandatoryfields youwant to search
within the selectedarchivegroups

Archive Search

Archive Group

New Archive Group

Department

Select

Identification Number

Name & Surname

Cancel
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Folders

New

Files

New Formr

Ider
= Open

& Download
¥ Cut

i Copy B

«§ Share

& Share by Link

# Rename

44 Create Shortcut
i Accessible Users
@ Folder History
A Alarm

& Archiving

@

e

e-Document.html

» » Define Archive Group

W@ Delete » Assign Tags to Files

W Delete Permanently

i= Features

Archive Groups

S
Personal Documents

Archive Tags

y

Department - Drop down..

®

<

Name Surname - Text

@

Department

Software

Drop down list

New Folder

Department

®

Personal Documents

Cancel

ArchiveSearcfExample
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SHARING FILES AND FOLDERS



Sharing-ilesandFolderan Drive

You carsharethe filesyou storein Drive withanyregistereduseror non-userfrom a computer
mobile phoneor tablet.

Note: Whensharingdfilesin Drive the file isonly allowedto be viewed Changesnadeto the
file after sharingcannotbe viewedby other users,only the sharedversioncan beviewed For
collaborativework andviewingof changesnadeto filesby other users, you can
checkSharingFolders

1. SharingFilesvia Web
A You carsharethe filesin the My Wall areawith 2 different methods
1) Sharingwith System Users
2) Sharingwith PeopleWho Do NotHavea RegisteredJser inthe System $haringwith Link)
U SharingWith System Users
A Rightclickon the file youwant to shareor selectSharefrom the three-dot menu.

A Inthe Userfield enter the User Nameor NameSurnameof the useryouwill share
with andmakea selection (Atleast3 charactermustbe entered)

A Tosendamessagavith the file to the shareduser type your messagen the Message
field.

A Clickon Share

Files

m « Open

& Download
K Cut

New File.docx N
il Copy
& Share by Link
« Share

@ Rename

4y Create Shortcut

Share File b 4

File: New File.docx
File Size: 11.5 KB
File Version: v.4

User

Message

Cancel
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®

New Fol

M=

+ Open

&, Download

¥ Ccut

1§ Copy

& Share by Link

< share

@ Rename

4y Create Shortcut

U Sharingwith PeopleWho Do NotHavea RegisteredJser
in the System(Sharingwith Link)

A

A

)

Share by Link

File: New Folder.txt
File Size: 0 B
File Version: v.2

= You can set the file sharing options according to your preference.

Maximum Download Limit

Decrease Time (Hours)

Unlimited

[ @]

Date

validity Time

G =D

Password
»
Verify Sms
90 v Add
Email Verification
Add

Rightclickon the file/folder youwant to shareor selectSharewith Linkfrom
the three-dot menu.

You can sesomerestrictionsfor the file to be sharedsoyou cankeepthe
managemenbf yourfile. (2)

After makingyour settings selectCreate Link

With the createdlink, shareyour file with copy paste QRcodeor e-mail
options.

@ Share by Link

Link
https:/ [dasl.divvydrive.com/app/en-US/Dosya/Paylas/DivvyDrive/fd2776b4-852f-4c

Mail Addresses

Message

Cancel

caneel m
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Sharindg-ilesandFolderan Drive

U Sharingwvith PeopleWho Do NotHavea RegisteredJser inthe System(Sharingwith Link)

A Forthe file/folder to be shared you carcollectinformation aboutthe identity if the
Enter Your Detalls downloaderwith the "Collectinformation While Downloadingd' option. (2)

Name and surname * A Inorderto downloadthe file andfolder, namesurname e-mail, phone description
and email or smsverificationare required

Email *

A You caraccesghe information of the downloadersfrom the Sharing> Shared
File/FolderLinks > Link Informatiofield on the relevantfile/folder.

Telephone *

90\/

Explanation
Link Information x

Verification Type *
Name Surname  Email Telephone Date Explanation

Select v
deniz




Sharing-ilesandFoldersn Drive

2. SharingFilesvia Android
U Sharingvith System Users
A Openthe Driveappon your Androiddevice

A SelectSharefrom the three-dot menu ofthe file youwant to
share

A Inthe Select Usefield, enter the User Nameor NameSurname
of the useryouwill sharewith andmakea selection(Atleast3
characteranustbe entered)

A Tosendamessagavith the file to the shareduser type your
messagen the Messagdield.

A Clickon Share

U Sharingvith PeopleWho Do NotHavea RegisteredJser
in the System(Sharingwith Link)

A SelectSharewith Link from the three-dot menu ofthe file you
wantto share

A You can tajCreate Linkand createa linkimmediately or tap
SharingOptionsand changeyour advancedsharingpreferences

A With the createdlink, shareyour file with CopyLink, CreateQR
Codeor More options.
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Sharing-ilesandFoldersn Drive =

N 2 dZ é@(l,lm ﬁ Q‘ @é 2 tA qzb (D:Az\ fC:’)FR @I@I\ﬂi Y X emS: uuuuuuuuuuuuuuuuuuuuuuuuu ir own privileges
O2 Y Lz $ ADKAAFI®I 6 ¢ SkiyNBah kdia BSNIRREZA & NJ
M K | NIRVE 3P3eNE0
A LAiE2 & aA20K HONKES2 t RE KBS 2HNBR GRATTFSNBY
YSiKe2Ra e
-~ [l File History
M{ KI MRVIK { &40
HO{ K MARYIK ¢
[ 8§ KYMMYGK |
0 { KIMMYXK {&aiG8Y ! 48SN& e

K Cut Creation Date: 28.04.2022 14,08
A wi DK R @IKFS2 f 8RBV E K F2NBS f {SKO- NS =) copy
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Set Authorizations
B v N File
~ [l OpenFile

v [H File Update

+ [l File Copy

+ [ File MetaData Inf
~ [l updating File MetaData Int formation

formation

A é: UéSS\ImFRE y ‘:n Shared Folder

= Open Share Folder

Z'®

< Share Shared user can access with their own privileges



Sharing-ilesandFoldersn Drive

2. SharingFoldersvia Android
U Sharingvith System Users
A Openthe Driveappon your Androiddevice

A SelectSharefrom the three-dot menuof the folder you
wantto share

A Inthe Select Usefield, enter the User Name
or NameSurnameof the useryouwill sharewith and mak
e aselection(Atleast3 characteranustbe entered)

A Make filefolder authorizationsfor the shareduserand
clickthe Sharebutton.

U Sharingvith PeopleWho Do NotHavea RegisteredJser
in the System(Sharingwith Link)

A SelectSharewith Linkfrom the three-dot menu ofthe
folder youwantto share

A You can tajCreate Linkand create a linknmediately or
tap SharingOptionsand changeyour advancedsharing
preferences

A With the createdlink, you carshareyour file with
copy paste, QRcode e-mail or other applications
options.

odf K| NIy IDIANE{

U{ KIFI MIAYWIE A &6 NR
A h LISIyKSSNN- @8 38 2 dzNB S @i O S
A { St {SIOINNER KISK MES280S v dii KSR £ &RSaI Vi (2
a K [PNB
ALUKSSE SOUASHRBININGE SN DHINES
{ dzNJ/ 2 W Kd34 & NAAX K FoNEl K KRI {8 S
St a@K I NJYzRE®H i $NBE R

A al TS BRABINE 2 NIF RINGSK 2 B B WERE A O
( K{SK I oNgBi & 2 v

K I mm;ﬂxzemsz b2 ®®%SIA a (1a8SINE R
W K{Se & G KT MY Y | 0

S t {SIOHBNIB] K ¥ NE KISK ME2S(S v dif kSR { eRaSdd)
| K IONB

SK I mug\ 2‘@;[2 dz Ol y A ¥NB R R ERKS fyEx
W &S RINGF S BB Y QEEKY MAITF2 v &
SNEB If RYR = akZaSBRmNYy S 2618800 K| =
02 RS2 NBLIGA2Y & ®

f Saafiale

i

o v

{
7

To
(D N
= > N >
EﬁE:
(ﬁ El

N £ ‘6""

o

TR

53



FileFolderSharingRestrictingand Modifying

You carrevokeaccesdo a sharedfile or folder or updatethe accesptions atanytime.
U UnsharingFile/FolderSharedwith System Users
1. Removind-ile/FolderSharingviaWeb

A Tounsharethe file/folder sharedwith the systemuser goto Left Menu >Sharing> Shared
Fileg Folders

A Rightclickon the relevantfile or selectUnsharefrom the three-dot menu.

2. Removindrile/FolderSharingvia Android
A Openthe Driveappon your Androiddevice

A Clickonthe = iconat the top left andenter Sharing> Filed Foldersl HaveShared

A SelectUnsharefrom the three-dot menu onthe relevantfile.

3. Removind-ile/FolderSharingviaiOS
A Openthe Driveappon youriOSdevice

A Fromthe More areaat the bottom right, clickon Sharing> Files Foldersl HaveShared

A SelectUnsharefrom the three-dot menu onthe relevantfile.

Note: Theunshareoption mustbe selectedindividuallyfor all users. You caaccesgthe information
with whichuserthe relevantfile wassharedfrom the Sharinginformation field.

Files

=

& Open
New Foldet

X Download

-/

£ Remove from share

:= Sharing Information

Folders

-
2L Shared Folder

&

Add User
Edit Authorizations

Details

Remove from share
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Creation Date: 28.04.2022 14:09

You camrevokeaccesdo asharedfile or folder or updatethe acces®ptions atanytime. e

u Editingthe Permission®f the FolderSharedwith System Users @ = tneuceainsubolcers: acing users o a shared folcr

Shared user can access with their own privileges

1. Editing~olderPermissionsiaWeb

Message

A Tounsharethe folder sharedwith the systemuser, goto Left Menu >Sharing>
SharedFoldersby Me

Set Authorizations
A Rightclickon the relevantfile or selectUnsharefrom the three-dot menu. EREN LT

| v B OpenFile

| st File Name

|+ B File Download
HE
. .. . . |-« [ Adding Files
2. Editing~olderPermissionsia Android L ) [ Fio History
|-« [ File Update
A Openthe Driveapponyour Androiddevice /" §o L —
|~ [ Updating File MetaData Information
A Onthe sharedfolder from your My Wall area performthe authorizationsettings i
from the three-dot menuSharinglnformation > Useffolder three-dot menu >Edit B shorearorter
Cancel
[# Edit Authorizations e
e . . A i= Details
3. Editing-olderPermissionsiaiOS sharing Information X

W Remove from share

A Openthe DriveapponyouriOSdevice

Folder Name: Shared Folder

A Clickon Sharing> My SharedFoldersfrom the More areaat the bottom right. \ s::u D'

A Selecthe Sharinginformation option from the three-dot menu onthe relevantfile. .
A Swipeleft onthe userfolder whoseprivilegesyourwant to edit. N

A Makethe authorizationarrangementswith the Editoption. Folder | WiFile

View Folder Metadata Information: Delete Folder:

Cancel
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FileFolderSharingRestrictingand Modifying

U Unsharinga FilefFolderSharedwith PeopleWho Do NotHavea RegisteredJser inthe
System, and Editin@heir Authorities(Sharingwith Link)

1. LinkRemovahnd EditingviaWeb

A Tounsharethe file/folder sharedwith the link, goto the Leftmenu >Sharing> shared Fold
SharedFile/FolderLinksfield.

4y Go to the folder

@ Edit Link

A Rightclickon the relevantfile/folder or selectRemoveLinkfrom the three-dot menu. § Remove Link

A Inorderto edit optionssuchasthe numberof downloadsand validity period of the created i= Linkinformation

link, right-clickor selectEdit Linkfrom the three-dot menu.

A Clickthe View = button to viewthe link.
Note: After the Link Editingorocessthere isno changein the URLadress Youdo not needto share
the edited link with the samepeopleagain Allchangesare automaticallyupdatedin peoplewho
havethe link,

Name Link Download limit Last Download Time
E New Folder.docx https://das7.divvydrive.com/app/en-Us/Dosya/Paylas/D m 1/ Unlimited Unlimited

[ Edit Link
W Remove Link

:= Link Information



FileFolderSharingRestrictingand Modifying

2. EditingFolderPermissionsia Android

A Openthe Driveappon your Androiddevice

A Clickonthe = iconat the top left andenter Sharing> SharedrolderLinksfield.
A SelectRemoveLinkfrom the three-dot menu onthe relevantfolder.

A Inorderto edit optionssuchasthe numberof downloadsandvalidity period of the createdlink, selectEditLinkfrom the three-dot
menu.

3. EditingFolderPermissionsiaiOS

A Openthe Driveappon youriOSdevice

A Fromthe More areaat the bottom right, clickon Sharing> SharedFolderLinks .
A SelectRemoveLinkfrom the three-dot menuon the relevantfolder.

A Inorderto edit optionssuchasthe numberof downloadsandvalidity period of the createdlink, selectEditLinkfrom the three-
dot menu.



FilefolderStorage andharingn CommonAreas

With Drive, you can follow projectwith your colleaguesand managersCommon Folderket you work on the
same office documentsimultaneously

U Creating a NewCommonFolder
1. Creating @&ommonFoldervia Web

A Fromthe Modulesmenuon the left, enter the CommonFoldersfield. Folders

4.4 New Public Folder

A Clickon the New CommonFolderfield from the right-clickmenu andsaveyour folder after givingit a

name.
A Thereare 3 colourfolder typesin the CommonFoldersareg ) R T e
o GreenFolder It refersto the foldersthat you havecreatedand sharedwith anotheruserusers. B tewPuple Enerypred rolder
All'authorizationsare managedby you. (Systenadministratorscanalsointervenein thesefoldersand & Refresh
edit the persorfs privileges) s Sort

o YellowFolder It refersto the foldersthat a userin the organizationrhassharedwith you.
o RedFolder It refersto the foldersthat containcriticaldata and caronly be accesseavith apassword

Note: If you seethe right-clickmenu asnactive you do nothavepermissionto create acommonfolder. This
authorizationis definedto you by your systemadministrator

Note: CommonFoldersdo notfill your definedquota. Filegfoldersstoredin commonfolderscausethe common
guotadefinedfor the organizatiorto be filled.

Note: It isnot possibleto create multiplepublicfolderswith the samename
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FileFolderStorageand Sharingn CommonAreas

2. Creatinga CommonFoldervia Android 3. Creating &CommorFolderviaioS
_ o A Clickon the More field at the bottom right and enter the Common
A Clickonthe — iconin the upperleft andenterthe Common Folderdfield.
Folderdfield.

A Clickonthe € iconandsaveyour folder after givingit a name.
A Clickonthe @ iconandsaveyourfolder after givingit a name.

Note: Thereare 3 colourfolder typesin the CommonFoldersareg

o GreenFolder It refersto the foldersthat you havecreatedand sharedwith anotheruserusers.All authoriz
ationsare managedoy you. .
(Systemadministratorscanalsointervenein thesefoldersandedit the persor3 privileges)

o YellowFolder It refersto the foldersthat a userin the organizatiorhassharedwith you.
o0 RedFolder. It refersto the foldersthat containcriticaldataand canonly be accesseavith a password

Note: If you seethe €3 iconasinactive you donot havepermissionto createa commonfolder.
Thisauthorizationis definedto you by your systemadministrator

Note: CommonFoldersdo notfill your definedquota.

Filegfoldersstoredin commonfolderscausethe commonquota definedfor the organizationto be filled.
Note: It isnot possibleto createmultiple publicfolderswith the samename

P&



FileFolderStorageand Sharingn CommonAreas

U RedFolderAttributes

A Clickon the New CommonEncryptedFolderfield from the right-clickmenu and
saveyourfolder after givingit a name andettinga password

A Inorderto accesshe contentsof the red folder, all usersaddedto the folder YellowFolder
mustknowthe password

A If the passwordof the red folder is forgotten, it ispossibleto changeit by the
userwho createdthe folder. Tochangethe red folder passwordright-clickon
the relevantfolder or selectSetPasswordrom the three-dot menu.

4. Green Folder . Red Folder

Note: You carsharethe URLaddresse®f the commonfolderswith userswho have

Folders Add common folder

Folder Name

Red Folder

Your password

Cancel

users inthe system andavethe authority to seethe relevantfolder, sothat the
usercanaccesghe relevantfolder directly.

U AddingUsersto CommonFolder
1. AddingUsersto CommonFolderviaWeb, Android & iOS

A After the folder is created right-clickon it or selectthe Shareto UserGroupfield from
the three-dot menu. (You caonly performthis operationin the foldersyouhave
created)

A Thisway, you can startvorkingwith other users irthe folder.

Note: Thisfield appearsanactivein the yellowfolders Themanagementif thesefolderscan
be performedby the folder creatoror the systemadministrator

A

20 P RS
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FileFolderStorageand Sharingn CommonAreas
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FileFolderStorageand Sharingn CommonAreas

2. CommonFolderAuthorizationvia Android

A

A

A

A
A
A

You cammakefile/folder-basedrestrictionsfor the users
andusergroupsyouaddto yourcommonfolders

Onthe greenfolder or the Redfoldersyou created enter
the SetPermissionsgield from the three-dot menu.

Selectthe useryouwant to authorizefrom the list of all
userswho canaccesshe folder.

Clickon the settingsiconto the right of the username
All authorizationsare empty.

Selectthe actionsyouwant the relevantuserto be ableto
performand clickthe Savebutton.

3. CommonFolderAuthorizationviaiOS

A

A

A

You camakefile/folder-basedrestrictionsfor the users
andusergroupsyou addto yourcommonfolders

Onthe greenfolder or the Redfoldersyou created enter
the SetPermissiondield from the three-dot menu.

Selectthe useryouwant to authorizefrom the list of all
userswho canaccesghe folder.

Selecthe SetAuthorizationsoption by draggingthe user
namefrom right to left. Allauthorizationsare empty.

Selectthe actionsyouwant the relevantuserto be ableto
performandclickthe Savebutton.



FileFolderStorageand Sharingn CommonAreas
U/ NBIF GAyIENPHIARRRRIWE S NE
MP / NIB I i B BBIdzIRR R A ¥ SN&EIS 6
A CNRIKaS2 R d2t Sy8aF (0K = vsercrowes FAB T R
A whi DK ® B bSO DAL MNALT R BB XS\ O@ v
A {LISOATe Ye&S2 cENBOEIaEIl (¢ Sd YO o _
A ¢ 2 Rdza SINBBKGENS AINSHIAFDK @ @ KBNER dzLJ & Add User

D" Rename

= Users

2 BIS tHS RRa SINE XISK M=2S0S v dzd —
A{St SGI G&MBR S NI | §1FRIRIR
HO / NB I & B BHEIdz(IRR R A f SONEY RNE A R
A 1t RAK= A OR Y KIBLILISHIYIRY WIKNE S NJ 3. Creatinga UserGroupand AddingUsersviaiOS
DNR &ZIMB f R
R L. o S A Fromthe More field, enter the UserGroupsfield.
A { I 88 &NPIALES KA yyAIo B A QKESY G v o o
e A Saveyourgroupafter givinga nameby clickingon
A ¢ 2 RIRIZAZ NI I SHORE § NB KISK ME20S y dz 2 Y the @ icon
U KNeS f S3EaNRdzL]
o ~ A ~ i A Toaddauser selectAdd Userfrom the three-dot menu on
A 9y WKNE ENA SN DRIV GSAZNY R YE2 NY I GA2Y the relevantgroup
FYRF (P8 St SOOI DHAK I NI YQzBEWI & NS R i _ _
. A A Enterthe Usef8 User Namer NameSurnamenformation
A { SE{SIOmS and makea selection (Atleast3 charactersnustbe

entered)

A SelectSave 63
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FileFolderSharingOptions

File SharingOptions

A
A
A

™

DownloadLimit: Specifyhow manytimesthe sharedfile can bedownloaded
DownloadableTimeHour): Determinehow longthe sharedfile can bedownloaded

Password Beforedownloadingthe sharedfile, askthe non-systemuserto enterthe passwordyou created if he/sheentersthe passwordncorrectly he
will not beableto accesghe file.

Notify Me When Downloaded Whenthe file sharedwith the link isdownloadedby anyuser requestan emailto your registerede-mail address
SMSVerification: Senda verificationcodeto the mobile phoneof the sharedpersonsothat the file sharedwith the link can bedownloaded

IP Restriction In orderto downloadthe file sharedwith the link, ensurethat only the IPaddressof the sharedpersoncan bedownloaded

FolderSharingOptions

A

A
A
A

T

o I

DownloadLimit: Specifyhow manytimesthe sharedfolder can bedownloaded
Numberof Impressions Specifyhow manytimesthe sharedfolder can bedowloaded
DownloadableTimeHour): Determinehow longthe sharedfolder can bedownloaded

Validity Period In the casesvherethe DownloadTime,which determineshow longthe sharedfile can bedownloaded isinsufficient selecta date and
determinethe validity period.

Password Beforedownloadingthe sharedfolder, askithe non-systemuserto enterthe passwordyou created if he/sheentersthe passwordncorrectly
he will not beableto accesghe folder.

Notify Me WhenDownloaded Whenthe folder sharedwith the link isdownloadedby anyuset requestan emailto your registerede-mail address
SMSVerification: Senda verificationcodeto the mobile phoneof the sharedpersonsothat the folder sharedwith the link can bedownloaded

IP Restriction In orderto downloadthe folder sharedwith the link, ensurethat only the IPaddressof the sharedpersoncan bedownloaded



FilefFolderPermissions

U CAtESNYAAaAZY A U FolderPermissions
A h LIS yant3s A Changinghe FolderName
A[AadlikKGAT S bl YS A AddingFolder
Al RREYAHS A SeeingrolderHistory
A{SSEyMErsSa i 2NE A Copyingrolder
AV LIRFGAYS A SeeingVieta Data Information
A | 2 LIBCAYE3S A DeletingFolder

A{SSagdl 5F0F LYFT2NXIUAZ2Y A MovingFolder

AV LRFasSyBE 5F0F LYT2NNEGAZ2YA Listingthe Userswho CanSeethe Folder
A 538t SAdimtyS

Aa2@iCid S

A{SSEYVESNBAZ2Y A



DivvyMail Form
Job TrackingDivvyCalendarPasswords
DivvyNoted MedyaShow WebDav
DivvySearchFolderlListener DivvyFlash
BulkData Transfer DivvyAdd-on / DivvyTransfer
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With DivvyMail, you carmanageall your e-mail accountsfrom within the
drive system(If you are a publicinstitution user, your institution may
makerestrictionson the scopeof e-mail addresseghat can beadded)You
canreadandreplyto incominge-mailswith their attachmentsand createnew
e-mails

1. WEB
U  Addingan Email Account
A EnterDivvyMailfield from the Modulesmenu onthe left.
A Defineyour e-mail addresswith the Add E-Mail Accountoption.

A Enterthe serverparametersand passwordnformationin this field.
Exchangenformation comesautomatically

A After enteringthe parameters selectthe Verify Accountoption
andperformthe accountverificationprocess

A Clickthe Savebutton.
A All emailsavailableon your serverwill be displayedon the screen
U Addingand Editing a NewmailAccount

A Clickonthe iconin the upperleft corner Selecthe Add New
Accountoption from the E-Mails Accountsfield.

A Inorderto edit the currente-mail address selectthe Editoption from
the three-dot menunextto the relevante-mailaddress

Add / Edit

User Information

Mail Server : Select

E-mail address :

Password :

Display Name :

Email Username :

Default :

Mail Server Information

Incoming Server Address

Incoming Port

Incoming SSL

Outgoing Server Address

Outgoing Port

Qutgoing SSL

Close
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DivvyMail Web

m New E-Mail
U Creating andsendingeMail NN
A Tocreate anew e-mail, clickon the New EMail option in the >
upperleft corner @ nbox s & O b | B I ET==|c=

A Editandsendyour e-mail from the screenthat opens

Send

Deleteds

A Thee-mailsyousendfrom this areaare forwardedto the
destinationviayour e-mail address

Sent Messages 1088

Note: If morethan one e-mail accountis defined clickon the name of
the accountto whichthe e-mailwill be sent andhen clickon the
New EMail button.

11 X3YEAE ®02Y

U  SendingAttachedFilesby EMail

A After creatingyour e-mail, clickthe Paperclipicon nextto Sendbutton and uploadthe files on

your desktop.
A Forthe uploadedfile, the downloadlink ofthe file isautomaticallyplacedin your e-mail. 4 m

A Thus you carreplyto your e-mailsor sendnew e-mailswith unlimited file size.



DivvyMail Web

U FreeingUp EMail Quota

Whenthe quota of your e-mailaccountis full, you cararchiveyour e-mailswith the archivingmethod andfree up spacein your quota by
deletingyour archivede-mails
U EMail Archiving
- Archive:lt allowsarchivingof selectedmailsfor onetime.
- Archive andDelete Allowsarchivingof one-time selectedmailsand clearingspaceby deletingthem from the server.
- ArchiveAutomatically: It providesregulararchivingof mailswith determinedcriteria.

- ArchiveAutomaticallyand Delete It providesregulararchivingof e-mailswith the specifiedcriteriaand clearingspaceby deleting
them from the server.

o)[=)m o[6]= = ! < > Q I ¢
Archive

. s s Today

= EEEE 15:03

N Today

& L XXXX 14:24

5 XXXX Today

el 14:19

DE XXXX Today

14:19

EEEE Today
= 14:00
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Auto Archive Rules

Archive Your Emails

You can define the parameters you want to filter and archive your resulting e-mails.

You can filter for multiple text by placing a comma (,) between the parameters you en
Filtering can be done within the limits provided by the e-mail server. In this col

ter

ntext, if the text sought is an e-

mail address, we recommend that you write the full address and do not use Turkish-special characters.

Email Folder

Inbox

From Mail Address

To Mail Address

In Subject

After Date

Star Read Receipts
All All

A CNEIKGSK ME2%GS yyis & 8 2 &kd K O O T2y iz 2 YV INIWKS @S wdzt Sa

A

2 LJida 2y

t SNFSRWVE FRIt SAMPKISK NERSGS yydS B & KBNS I NOMABS &

b2 (I9SHEF2 dz RR2LIGWVR @D & A It BAl 2 ¥ INOKGIERRERRZNA { 4

02 y O 8 828100 KIA yARSR SINSBRZ dzRINID S NI

From Mail Server
@

To Mail Server
@

In Content

Before Date

Attachment

All

Cancel Continue

Archive Your Emails

Archive
Archives B e-mails detected as a result of Continue
filtering,

Archive and Delete
Archives and deletes 8 e-mails detected by  RCULLIES
filtering from your mailbox

Il

AutoArchive

It saves filtering criteria and autematically
archives emails that meet these rules

AutoArchive and Delete

It saves the filtering criteria and autornatically
archives and deletes emails that meet these
rules from your mailbox.

Cancel
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DivvyMalik, Mobile

2. Android o®d A h{
U Addingand Editing an nail Account U! RRAYBRAGAYWBHRDQ2 dzy (i
A Enterthe DivvyMailmoduleby clickingthe = iconat the top A 9y KA O O 8y RAEINS KaS2 NBRA 6 £ R
left.

A 5STAay&KI AR RRNBHIK £ A OR v

A Defineyour e-mail addresswith the € icon. . - 5 5 L .
A 9y MKEES NIDISWD YIS FIBINES & § MR NX i €7 BE/t F

A Enterthe serverparametersand passwordnformationin this OEOKRY IS NIOR ¥IBdzi 2 Y I Xigk DAzWHE & xpli dzii A
field. Exchang@anformation comesautomaticallyin your A - LA
institution. [t 2QT DS

A After enteringthe parameters selectthe Verify Accountoption A { S (GKGRA U0 X BB KISK NES230S yyds & & KS&Y' I A ¢
andperformthe accountverificationprocess I RR NRa@d yi B R

A Clickon Save

o U / NB I HGyNRS3/ Ry A f
A Selecthe Editoption from the three-dot menunextto the e- A A o . A NP
mail addressyouwant to edit. A 9y HIKBER OO Y2 RAJEINE KaS2 NESA 6 f R

A/t R@KSO O 2dyKiA&OHalz ViR SY RTYBA f @

U Creating andsending=Mail A e A
A I NBea&NI Af (B2 k@R Y

A Enterthe DivvyMail moduleby clickingthe = iconatthe't
op left.

A Clickon the accountto whichyouwant to sendan email.
A Createyour e-mail with the € icon.
A You caraddthe filesin your Drive- My Wallareato your e-

mail as alownloadlink withthe #~ button.
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2. Android
U FreeingUp EMail Quota
U EMail Archiving& AutomaticArchiving

A IEnterthe DivvyMailmoduleby clickingonthe = iconat the top
eft.

A Selecthe e-mail addressto be processed

A Selecthe e-mailsyouwantto archiveand selectArchivefrom the
three-dot menu.

A Tocreate anAuto ArchiveRule clickon the iconat the top
right from the DivvyMailmain menu andhen clickonthe Add
New Rulefield.

A After determiningthe mail criteriato be archived saveit.
U Editingor RemovingAuto Archive Rules
A Access all Auto Archive Rutasatedby clickingthe [~ icon.

A Performediting anddeletion from the three-dot menuof the
relevantarchiverule.

3.i0S

U FreeingUp EMail Quota
U EMail Archiving& AutomaticArchiving
A Enterthe DivvyMailmodulefrom the More field.
A Selectthe e-mailaddressto be processed

A Enterthe 2-mail youwantto archiveand performmanualArchiving
with the €5 iconin the submenu

A Tocreate anAuto ArchiveRulg clickon the three-dot menu ofthe
relevante-mail addressrom the DivvyMailmain menu andhe Archive
Rulesfield.

A After specifyinghe mail criteriato be archivedwith the + button, save
it.

U Editingor RemovingAuto Archive Rules

A Access all Auto Archive Rutasatedwith the Archive Rule®ption
from the ellipsismenu ofthe emailaddress

A Performediting and deletion from the three-dot menu ofthe relevant
archiverule.
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Form

You carcollectinformationfrom usersinsideor outsidethe systemby creatingyour own surveysn Drive.

A Tocreate a formglickthe Newoption from the QuickAccess men -+ / the Newoption from the right-clickmenu /the Formfield in the left
menu.

A Savethe form youwant to createby enteringa name andpecifyinghe folder where the form will be saved

A Openthe relevantform by double-clickingor by selectingthe Openoption from the three-dot menu.

m < share

Questions Answers | Version-3 v

Untitled Section

escription (optional)

;s
1

&

e Question Short answer v
eni Form.divy _

Short response text

i ® = m

G w Necessary




Form

After editing all your surveyand questionsin the form, savethe changeswith the Savebutton.

A

A
A
A

o

After editing, eachsaveoperationcreatesa new version
You caraccesgachversioncreatedin the "VersionX"field.(1)
With each"Sharé option, adifferent, newlink iscreated (2)

Whenthe answersare startedto be receivedafter the relevantform isshared the answersof the relevantversionareincludedin the shared
version

e.g: After the 1stversionis shared allthe answerswill be receivedfor the 1stversion Whenan additionalquestionis addedandthe sameform
isshared the 2nd versionwill be produced Therefore the form linkwill change In this case whenthe newlink issharedandthe answersare
startedto be received the relevantanswerswill be accessibl®nly within the 2ndversion

D )

Questions Answers | Version -3 v

I B ®

|

Since changes have been made in the form,
you must share a new link so that the current
version can be answered.

Version - 2

74



Form

A You caraccesghe link information of eachversionfrom the Versiyon-2 ~

A Toaccessanddeletethe linksof the versions you caraccesshem from the settingsare:

(1)

Link Information

https:/ [das7.divvydrive.com/app/en-Us/Form/Paylas/DivvyDrive/8fe92543-4c L
Link Detail Information ~
https:/ [das7.divvydrive.com/app/en-Us/Form/Paylas/DivvyDrive [47667003-4 =
Link Detail Information ~

iconnextto the versionnumber (1)

(2)

Settings
General
Select Version
Version - 5
Version - 4
Version - 3
Version - 2

Presentation

Creation Date

5/8/2023 3:25:45 PM

5/8/2023 3:22:59 PM

2/17/202310:24:18 AM

4/28/2022 2:08:31 PM

‘ Delete

underthe Versionheading (2)

Version

Delete Permanently



Form
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Short answer v Short answer v Short answer
Question Short answer v
€ File upload =+ Linear scale
che . = Paragraph o0 ) )
o Multiple choice table
Num.. v is greater > mis 18t Yor taxt © Multiple choice 28 Multiple choice table S
Checkboxes 28 Checkbox table
ij --.::t‘-,:-“l-‘;u of D) Necessary K Dropdown menu © Hour
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Form

A With the Settingsbutton, you can gethe e-mail addresse®f the peoplewho will respondto your survey andallow a personto
createmorethan oneanswer

A Userverificationis possiblewith the "RequireLogir' option for your surveysthat youwant only drive usergo answer
A SelectSave> Shareto submityour form.

A With the createdlink, you carshareyour form with copy paste QRcodeor e-mail options.

Settings X

General Presentation Version

Collect emaiils

Sign In Required

Login Required
You must login to view this form. Please log in by clicking
the sign in button.

Login
Cancel

Limit to 1 answer
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Form

Creating Test (Exam)

Within drive, you can create test/exams with a unique scoring method for both system users and
external users .

A
A

Selectthe Wa | ThiS¢ S &pitiéh underthe Wrestteading located in th&ettingsbutton.

Immediately After Every Submissioft providesparticipants who answer the test to immediately
access all correct/incorrect answers and learn their score.

Later, After Manual ReviewThis allows the test creator to conclude the test after collecting all t
answers and send the results to the email addresses of those who answered the test. (When
option is selected, the 'Collect Email' option will mandatorily be chosen for participants.)

Questions Left Blank or Answered IncorrectRarticipants can view which questions they
answered incorrectly.

Correct AnswersParticipants can see the correct answers after the test results/grades are
published

Score ValuesParticipants can view their total score and the points they received for each
guestion.

Default QuestionPoint Value: This is the default point value for each new question. (Scoring cal
be readjusted for each question individually.)

he
thie

-

Settings

General Presentation Version

) Test this

SE NGS TO PUBLISH NOTES

O immediately after each submission

Then, after manual review
ref + Collect ail addre

PARTICIPANT SETTINGS

Questions left blank or answered incorrectly
Correct answers
Point values

DEFAULT VALUES FOR GENERAL TESTS

Default question point value 15

Tests

78



U Creating Test(Exam)

C2 NY

0 Short Answer Questions

Capital of Turkey ?

Short response text

Correct answears

You can prepare answer keys for all question types (short answer, multiple choice, ke
checkbox, etc.)

A To create the answer key, click on the 'Answer Key' section located below the B answer key

guestion

{10 Point )

A You can determine the correct answer and its point value for the question.

A Additionally, while providing feedback for correct and incorrect answers, you can

©

direct the user to another link thurther inform them about answer.

DA ASWa 6 S NJ

@

List the correct answers:
Capital of Turkey ?
Ankara X
Add correct answer

Feedback for all answers

Correct answer Ankara.

&

https://trwikipedia.org/wiki/Ankara#

Point

Iy

=}

~text=T%C3%BCrkiye%20B%C3%ECYRCI%BCkEZ0MIllety: 20Meclisin20]

x

Completed

Short answer W
I Mecessary ()

Given Answer

Capitalof Turkey?
@ Ankara
Add Feedback X
Feedback

Correct answer Ankara.
Carrect answer Ankara.

&

&

hittps:/ ftrwikipedio.org/wikif An

kara#:--text=T%CILBCTkye% 20BRCA%BCYRCILBCkU20MIllat20Meclisi%20

https:/ ftr.wikipedia.org/wiki] Ankara#:~text=T%C3I%BCrkiye%20B%C3%|

x

)

caneel m

Points Earned: 10
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U Creating Test(Exam)
U Multiple Choiceand Dropdown Menu Questions

You can prepare answer keys for all question types (short answer, multiple choice,
checkbox, etc.)

A In multiple-choice and dropdown menu questionseveral options can be set as
the correct answer. Howevdnr the respondent to score points from the

guestion, they must select one of the correct answers specified in the answer
key.

Note: In multiple-choice and dropdowmmenuquestions only one option can be
selected as an answer. Two options cannot be selected simultaneously

A E.g., As in the question below, a question can have multiple correct answers.
However, for an individual to score points from this question, they must choose
one of the options such as 1+1=2, 10*2=20, or 6/2=3

Tick the correct answers

Multiple choice

1+1=2

3*5=20

10*2=20

B/2=3

or add "Other” option
A'ls'.'-.'e' key
(10 Point )
List the correct answers:

Tick the correctanswers e 0
141=2
[] 3"s=20
10°2=20
6/2=3

Feedback for correct answers

Congratulations

Feedback for incorrect answers

The answer is wrong. Correct answer 1+1=2, 10°2=20 ve 6/2=3

™~

=l

Completed



Form

U Creating Test(Exam)
U Multiple Choice Table Questions

You can prepare answer keys for all question types (short answer, multiple choice, checkhbox, etc.)

A In multiple-choice tablequestions, more than one option can be determined as the correct answeaftdr row However, to score points from the

guestion, the respondent must choosee of the correct answerspecifiedin the answer key foeach row

Not: In multiple-choice tablequestions, only one option can be selected as an answeaxdcn row Two options cafdbe selected at the same time.

Tick the answers

Multiple choice table

Rows
3/3=2

2 4+3=?
5x5=7?

Add row

u»l 1swer key

{15 Point )

a o

Columns

g

20

25

18

Add column

Require response on each line

W

Dogru cevaplar secin:

Tick the answers.

o

aj3=2 O O
A4+3=7 (m
5x5 O O

18

Completed

Sorulan dogru yanitlayiniz.

] 20 25
3fz=
4+3=7 (o]
2K °
Correct answers;
9 7 20

5x5=7?

18

Point

5 Point v

5 Point v

0 Point *

Foints Eorned: 10



Form

U/ NBFGAY3 ¢Sali69EI YO
i / KSO1062E vdzSaiArzya

dz Oy LINBLI NB FyagSN 1Sea F2NI Ittt ljdzSadAazy (eL)Sa

2 6aK2NI | yasgSNE
ALPOKSOj0BBGAZ2YAaS Y2NB (KIy 2yS 2LJiA2y OFJKORBRPBISSENY AESBEORANSG KB A GH B
NJSéLZ)/RS)/u I Y2dFa G0 KOK 223NN R FIAYERES N a4 s SNI | Se@

b2 (ISPKS O] dz8 B (YAdZ yiaAs L) O F LGS 2§ &f SOGSR a Iy | yasSNI

AC@NJASEI;YLISZ P& Ay UKS ljdzSaitArzy o6Stz2¢ o ljdzSatAzy OIMZNKEORY Wiz G KL
aSt SOGSR Fff GKS 2LIiA®DYAaY DAZARSI ¢AGf i

b2 1BOYY2 dOCR2MNBE OU | ya gySANELIDIMNYSI 80K 2NBQSA ISR2FNUR X /oS

Dogru yanitlar listeleyin:
Asagidaki kelimelerden dogru yazilanlar Onay kutular “ -
seginiz_ Asagidaki kelimelerden dogru yazilanlan seginiz Puan X . .
Asagidaki kelimelerden dogru yazilanlari seginiz.
Kilavuz v s Kilavuz Kilavuz v
[ ] vanhz
Yanlhz ) Yanliz
nnnnn Unvan v
u i
) Bt Dokaman v
Dokuman Lo
veya "Diger’ segenegi ekle bogru cevaplar igin ger bildirim 4T Geri Bildirim
Yanlg cevaplar igin geri bildirim s W Kazani lan Puan: 15
a Cevap Anahtari O ﬁ Gerekli Yanhz yanhigtir. Dogru yazimi Yalniz olacaktir.
(15 Puan )
. land 82




C2 NJY

0 ¢Sad o{ Pyl @0v ht dzo G dzNI|
U Checkbox Table Questions

You can prepare answer keys for all question types (short answer, multiple choice, checkbox, etc.)

A Incheckboxquestions, more than one option can be determined as the correct answeafdr row However, to score points from the question, the
respondent must choosall of the correct answerspecifiedin the answer key

Note : In checkboxguestionsmultiple optionscan be selected as an answer

A For example, as in the question below, a question can have multiple correct answers. However, to score points fromithis rgsesindantmust have
selected all the options: Guide, Title, and Document

Note :Even if 2 out of 3 correct answers are chosempointscan be received from the questiofid get points, all 3 correct answers must be selected.

Dogru igaretleme yapiniz.

Dogru igaretleme yapiniz. Onay kutusu tablosu v
Elma Domates Patates Muz Biber Cilek Puan
satirlar Situnlar Dogru cevaplar segin:
Meyvelerr OPuan X
Lo Meyvelerr Elma Dogru igsaretleme yapiniz.
2 Sebzelerr Domates Elma Domates Patates Muz Biber Gilek Puan Sebzelerr 0 Puan %
satir ekle Patates Meyvelerr = 0 53
M _ _ _ Kazanilan Puan: 0
uz Sebzelerr ) ) [ a 5
Biber Dogru cevaplar;
Elma Domates  Patates Muz Biber Cilek
Tamamiand
Gilek
Meyvelerr 4 s ~ 4
sctun oo Y o o o 9
Sebzelerr

Cevap Anahtan EL E Her satirda yanit verilmesini zorunlu kil
(10 Puan)

[e2e)



Form

A Toseethe responsef the usersto the forms, openthe relevantForm.

A You carviewallincomingresponsesrom the "Responsésfield in the form viasmart

dashboards
Answers are accepted o

A You carreport the responseseceivedfor the form as arexceldocumentwith the p;icon.

A Underthe Responseseading you can stophe peoplesharedfor your form from
respondingor delete all responses

A Underthe Answersheading
A Summaryareashowsall the answerson asinglepage
A Questionfield showsthe answershasedon the question

Department
2 Response

A Independentfield showsthe responsesn apersonbasedbasisalongwith the previewof the form.

A Tounsharethe form sharedwith the link, goto the Leftmenu >Sharing> My FileShares
with Linkfield.

Software 0.0%

A Rightclickon the relevantform or selectRemoveLinkfrom the three-dot menu.

- Human Resources 50.0%

. Education 50.0%

A Inorderto edit optionssuchasthe numberof downloadsand validity period of the
createdlink, right-clickor selectEdit Linkfrom the three-dot menu.

A Clickthe View = button to viewthe link.
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Job Trackinghoduleis amodulethat helpsto keeptrack of all plannedjobsandtasks
A Inthis module, there are Boards(whichis the genereataskareato follow), Lists(the titles in which cardg tasksare categorizedl andCards(taskgjobsto be followed).
A Itis amodulewhereyou canfollow up businessn partnershipwith the personneliin the institution/ organization

Note: You caralsorun your businesdrackingfrom your mobile phoneor tablet without beingconnectedto your computer Alltransactionamadeon the web are alsosupportedon mobile
devices

Creating a New Board

Enterthe Job Trackingnodulein the Ifet menu.

Thefirst screenthat opensshowsthe upcomingdatesamongall your cards(job/task) forwhichthe date hasbeendetermined
In orderto tracka newtask,first performthe Add Clipboardoperation

Specifya general name ancbolor for the jobsyouwill follow with the Add Boardbutton.

o Bo o Do o o

Thecreatedboardsare locatedunderthe "My Boards title.

Note: Boardsthat you createare underthe My Boardsheading boardsthat other userscreatedandsharedwith youare underthe SharedBoardsheading and allboardsthat you have
groupedyourself(my boardd sharedboardg are underthe All BoardGroupsheading

- Edit Clipboard X

®=© Upcoming Cards £2 Upcoming Cards

My Clipboards Board Name

History Today Tomorrow This week

Company B

Shared Clipboards o

I
Introductory Meeting A1 years ago Contract Meeting & 10 hours later Soler

- ) Meeting Management
L . companyB
+ Company A

Archived Boards
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List Sortin

Upcorming Card

g

JobTracking

.21 NR 9RAGAY3
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Reorder Lists

CardMoving

A Meeting
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JobTracking

U BoardDetails

i

A
A

Sharing

Toadd other usersto follow the determinedjobs, enter the Details
field from the three-dot menu onthe relevantpanel..

Inthe Useror usergroupfield, enter the User Nameor Name
Surnameinformation of the useryouwill sharewith andmakea
selection (Atleast3 characteranustbe entered).

Notification Information

Authorizationscan bedefinedin accordancewith the following
options forthe usersto be shared

A CanEdit User withthis authority canassigrtagsto cardscreate and demo7a
deletecards

A CanShare User withthis authority cansharethis board withother demo?
users.

A CanManage Theuserwith this authority can stopthe sharingof the
peoplewith clipboardsharing

An SMS and-Mail notification can be sento the usersto be
sharedthat the board hasbeenshared

With n the button, you carfollow up whetherthe sms and e
mailsare sentto the users, andvhetherthey seethe board with
the readreceipt

If youare the BoardOwneror a userwith the authority to manage
you canredit the privilegesof the users withthe EllipticalMenu >
Edit/ Deleteoption on the relevantuset

Company A

<

Sharing Tags Deleted Items

Share to User

can edit can share

Notify by SMS

P TFT

(Board Owner)

daemo

can edit: can share:

Timeline

can manage

Notify by Email

can edit can share can manage:
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Company A

W2¢5N: O A y 3 .

Sharing Tags  Deleted tems  Timeline

CreatingDynamicTags .
Add New Tag

ForeachBoard,the labelsto be usedin that board can balefined/ edited.

Thisareacan beedited by the boardowner or users withthe authority to manage

u
A
A
A You caredit/colourthe labelsto be assignedo the cardsin this area
A
A

You can createnlimited tagswith the Add New Tagoption.
Toedit the labelnameor colour, selectthe Edit option from the three-dot menu on
the relevantlabel
. Company A
U Deleteditems CatpA
Listsand cardsin the boardsareincludedin Deletedltems )
A Recovedeletedlistsand cardswith the icon. " sharing - Tags. - beletediiems - Timeline
sharing Tags Deleteditems  Timeline -
Deleted New List list in clipboard. :;:onds
;/‘m ago
U Timeline Deleted Lists N

47
seconds
ago

Added New List list to clipboard
. - o T FTTITA
A Changesnadeby all userswvho havethe authority to edit in the dashboard B tewtist 1
Recovered list deleted to clipboard. inutes
arerecordedin the Timelinefield with date information. Deleted Cards & — ago
ago

Updated the Being Studied tag in the clipboard.
e,

: e ]
= Introductory Meeting -

4
minutes
ago

Updated the Not Done tag in the clipboard.
- EEEFF I
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JobTracking

U 9 -'F -'F 2 N\I:I Sharing  Tags Efi Deleted lterms  Timeline
A1TSNIOANI tlFy2 AceAy 2 LI Y2RE &FLIPEFOF]T AOf SNI g
KSal LJX Iyl oAt AN
Signing Meating Minutes - %
Ahy | 02FNR _¢KSNB2WFRIOAWKS (18F D3 MY ISRBWSY RSR 0
LISNEZ2XI I alIS YA BBO RBIUSNNYAY SR Ay dzyAlda adzOK | Torewesmenss
jdz yaAlez 2N 1At 2YSUSNAROD
AOyiSHEBGESDaA2Y (I RNBSISYKS 2y (KS 02K NRO { §t SO
9T TRNIGIA2Y ® RRA b6 62 IBBENF2YWIL RSGSNYAYS (KS LRaarors —Sttznrua
F2N SIFOK ulailoe

Add New Effort

Effort Name
Taking Meeting Notes

Effort Unit

o

Cancel



JobTracking

U CreatingLists
A You can creatéiststo grouptasksin the dashboard
A Tocreate alist, clickAdd Listat the top right.

A After youchoosea name foryourlist, saveit.

Note: CheckOnly AssignedPersonsCanSeethe cardsin the list sothat only the assignedersonscanseethem.

e.g/ Letus saythe board issharedwith 5 people If the Only AssignedPersonsCanSeeoption is selectedwhile creating
the list, other users,expectthe userassignedo the Meeting Acardandthe boardadministrator cannotviewthat card

A You caredit the list name,deletethe list, or archiveall the cardsunderthe list from the three-dot menunextto the
relevantlist.

A You catmoveyour listswithin the board withthe drag-drop method.

C:

AddingCards

T

You caraddanunlimited numberof cardsto the bottom of the lists, and you carsaveyourworksto be followed with
adddates tags peopleetc.

Clickon the <4 iconnextto the ListNameto adda card
Write andsaveyour job descriptionto be followed.

Toedit or deletethe relevantcard, selectEditf Deletefrom the three-dot menu.

o T T I»

You carmoveyour cardswithin the boardby drag anddrop method.


















































































