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Gettingto KnowDrive

Å²ƛǘƘ5ǊƛǾŜΣ ȅƻǳ Ŏŀƴ ǎŜŎǳǊŜƭȅǎǘƻǊŜΣ ƻǊƎŀƴƛȊŜ ŀƴŘ ǎƘŀǊŜ
ȅƻǳǊŦƛƭŜǎŀƴŘ ŦƻƭŘŜǊǎΦ

Å[ƻƎƛƴ ǿƛǘƘ ȅƻǳǊ!5 ό!ŎǘƛǾŜ 5ƛǊŜŎǘƻǊȅύ ƛƴŦƻǊƳŀǘƛƻƴΦ 
ό/ƻǊǇƻǊŀǘŜƛŘŜƴǘƛǘȅύ

Å¢ƘŜǎŎǊŜŜƴǘƘŀǘǿŜƭŎƻƳŜǎȅƻǳ ŀŦǘŜǊǘƘŜǳǎŜǊƭƻƎƎŜŘƛƴ ƛǎ 
ǘƘŜaȅ ²ŀƭƭŀǊŜŀΦ aȅ ²ŀƭƭ ŀǊŜŀǊŜŦŜǊǎǘƻǘƘŜŀǊŜŀ
ǿƘŜǊŜȅƻǳ Ŏŀƴ ǳǇƭƻŀŘŀƴŘ ŜŘƛǘŘŀǘŀ ǳǇǘƻǘƘŜǉǳƻǘŀ
ŘŜŦƛƴŜŘōȅȅƻǳǊƛƴǎǘƛǘǳǘƛƻƴŦƻǊȅƻǳǊǳǎŜǊΦ

üaƻōƛƭŜ!ǇǇƭƛŎŀǘƛƻƴǎ

Å¸ƻǳ Ŏŀƴ ŀŎŎŜǎǎ5ǊƛǾŜ ŦǊƻƳƳƻōƛƭŜ ŘŜǾƛŎŜǎκǘŀōƭŜǘǎŀǎ 
ǿŜƭƭŀǎ ƻǾŜǊǘƘŜǿŜō ŀƴŘ ƳŀƴŀƎŜŀƭƭȅƻǳǊŘŀǘŀΦ
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AboutYourDrive AccountActivity

р

ü AccountInfo

ÅWhenyou needto updateyoure-mail address, goto the "Account
Information" field from the field whereyourusernameis written.

Å If you wish, you can adda profile photo, accessyourname, surname, 
username and phonenumberinformations, or updateyoure-mail 
addressfrom the User Information field.

Å All wrongpasswordand usernameattemptsmadeto the system 
underyourusernamearerecordedin the IncorrectEntriesfield based
on dateand time.



AboutYourDrive AccountActivity
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ü!ŎŎƻǳƴǘLƴŦƻǊƳŀǘƛƻƴ

ÅCǊƻƳǘƘŜ!ŎŎƻǳƴǘLƴŦƻǊƳŀǘƛƻƴ Ҕ wŜƎƛǎǘŜǊŜŘ5ŜǾƛŎŜǎǎŜŎǘƛƻƴΣ ȅƻǳ Ŏŀƴ ƳŀƴŀƎŜŀƭƭ ŘŜǾƛŎŜǎǿƘŜǊŜȅƻǳ ƘŀǾŜƭƻƎƎŜŘƛƴΣ ŀƴŘ ƛŦ
ȅƻǳ ǿƛǎƘΣ ȅƻǳ Ŏŀƴ ǊŜŎŜƛǾŜƴƻǘƛŦƛŎŀǘƛƻƴǎŀǘ ŜŀŎƘƭƻƎƛƴ ƻǊȅƻǳ Ŏŀƴ ŜƴŘȅƻǳǊǎŜǎǎƛƻƴƻƴ ǘƘŜǎŜŘŜǾƛŎŜǎΦ

Å¸ƻǳ Ŏŀƴ ƳŀƴŀƎŜŀƭƭ ȅƻǳǊǎŜǎǎƛƻƴǎƻǇŜƴƻƴ aƻōƛƭŜ ŀƴŘ ²Ŝō ŦǊƻƳŀ ǎƛƴƎƭŜǇƻƛƴǘŀƴŘ ǘŜǊƳƛƴŀǘŜǘƘŜǎŜǎǎƛƻƴǎΦ



AboutYourDriveAccountActivity

ü UsageInformation

Å It is possibleto accessthe domain informationyou ownand useon the basisof file typesfrom the UsageInformation field.

Å In order to seethe distributionof the areayou areusingon file types, it will be sufficientto clickon yourusernameat the top right of the
pageand then on the UsageInformation headingin the windowthat opens.

7



!ōƻǳǘ¸ƻǳǊ5ǊƛǾŜ!ŎŎƻǳƴǘ!ŎǘƛǾƛǘȅ

8

üStorage Space
Whenyou log in, you can accessthe storageareadefined
for you and the percentageof youruseof this storagearea
from the Storage Space field at the top left.

üProcessList
In the ProcessListarea, you can seethe file-basedupload
status(duration) of the externallyuploadedfiles/ folders, 
pauseveryhighsizedfilesand havethem uploadedagain
later.

bƻǘƛŦƛŎŀǘƛƻƴǎ

SuperLink

My Shortcuts AccountInfo



ŀ

ReceivingDrive Notifications

You can tick the Notify Me option whensharingyour filesand folderswith peopleoutsidethe
system, or you can receivenotificationswhena systemusersharesfilesand folderswith you 
within the system.

Whenyou login, you will receivea notification in the upperright part of the screenthat is about
someof the transactionsmadewithin the system. Theseare;

Å Foryour filesand folderssharedǿƤǘƘyou by anyuserdefinedon the sameserver, you 
will receivea notification like: "User XXX sharedthe file/folder XXX with you."

Å For the foldersyou havesharedviaa link with an external stakeholderthat is not defined
in the system, you will receivea notification like: "TheXXX folder you sharedwith the
link has beendownloaded." Learnhow to receivenotifications.

Å Forthe filesyouhavesharedviaa linkwith anexternalstakeholderthat is not defined
in the system,youwill receivea notification like: "TheXXX fileyousharedwith the link 
has beendownloaded." Learnhow to receivenotifications.

Å Foruploadrequestscreatedwhenyou want to transfer filesfrom anyexternal 
stakeholderto yourMy Wall area, you will receivea notification like: "A file has been
uploadedto XXX uploadrequest."

9
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You can storethe URLsof other websitesthat you work with or want to savewith 
Drive throughSuperLinks.

Tocreate a SuperLink, clickon the iconat the top. Specifya name for the URL 
you want to savefrom the "Create SuperLink" option and completethe saving
processafter pastingthe link. You can reachthe relatedwebsiteon a 
new browsertab by clickingon the SuperLink.

You can shareyour files/ foldersby creatinglinksand addtheselinksto superlinks
for quickaccess.

10

SavingWebContent to Drive



CƛƭŜǎ¸ƻǳ/ŀƴ {ǘƻǊŜƛƴ 5ǊƛǾŜ

Drive canstoreyourdigital filesof anyextensionand size. You can view& edit any
file type on the system.

Note: Somefile typescannotbe openedor editedwithin the drive system. For 
suchfiles, you can usethe DivvyFlashapplicationor you can simplydownload
thesefilesto yourdesktop and makeyouredits.

Note:Otherthan storingyourzipfilesin drive, you can alsozipyour filesin Drive 
overthe web. In order to openZipfiles, DivvyFlashapplicationmustbe used.

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

Å Tolearnhow to edit your files, clickhere.

11



Suggestion/Complaint and Help Menu

Å¸ƻǳ Ŏŀƴ ǎŜƴŘ ȅƻǳǊ ǎǳƎƎŜǎǘƛƻƴǎκŎƻƳǇƭŀƛƴǘǎ Ǿƛŀ ǘƘŜ ŦƻǊƳ ǿƛǘƘƛƴ ǘƘŜ 5ǊƛǾŜ 
ǎȅǎǘŜƳΣ 

Å¸ƻǳŎŀƴ ŜȄǇƭƻǊŜ ŀƭƭ ǘƘŜ ŎŀǇŀōƛƭƛǘƛŜǎ ƻŦ ǘƘŜ ǎȅǎǘŜƳ ǘƘǊƻǳƎƘ ǘƘŜ IŜƭǇ /ŜƴǘŜǊ ŀƴŘ 
¦ǎŜǊ aŀƴǳŀƭǎΣŀƴŘ ƻōǘŀƛƴ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ƛǘǎ ǳǎŀƎŜΦ

12

Suggestion/
Complaint Help Center

CǊŜǉǳŜƴǘƭȅ 
!ǎƪŜŘ vǳŜǎǘƛƻƴǎ

User Manuals



UPLOADING FILES/FOLDERS
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¦ǇƭƻŀŘƛƴƎCƛƭŜǎŀƴŘ CƻƭŘŜǊǎǘƻ5ǊƛǾŜ

Drive allowsstorageof all file types. It is possibleto
storefilesof unlimited typesand sizes.

1. UploadingFiles/ Foldersvia Web
Å With the drag and drop method of your filesand 

folderson yourcomputer,
Å You can uploadthem to the Drive system by

choosingUploadFile/Folderfrom the right-click
menuor from the QuickAccess menu.

Note: You can uploadexistingfilesand foldersto the
Drive system, as well as create new filesand foldersby
right clickingon an emptyareain the system, or by
selectingNew from the menu that opens or from the
QuickAccessmenu.

14
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¦ǇƭƻŀŘƛƴƎCƛƭŜǎŀƴŘCƻƭŘŜǊǎǘƻ5ǊƛǾŜ

2. UploadingFiles/ Foldersvia AndroidDevices

Touploadfilesandfoldersfrom yourAndroiddeviceto Drive;

Å Login,

Å Clickon the button at the bottom right,

Å SelectUpload

Å Select "Allow" option for the Driveapplicationto access
yourphotosand files,

Å Complete the installationby selectingyour filesand 
foldersyou want.

Note: Creatinga new file within the mobile application is not
supported. Youcanonlyuploadthe fileson yourdevice.

3. UploadingFiles/ Foldersvia iOSDevices

Touploadfilesandfoldersfrom your iOSdeviceto Drive;

Å Login.

ÅClickon the button at the bottom,

ÅSelect UploadDocument.

ÅSelect"Allow" option for the Driveapplicationto accessyour
photosandfiles,

ÅCompletethe installationby selectingyour filesandfoldersyou
want.

Note: Creating a new file within the mobile application is
not supported. Youcanonlyuploadthe fileson yourdevice.

15



UploadingFilesandFoldersto Drive

4. UploadRequest(File/FolderUploadby Someone Outsidethe System)

You can uploadfilesto the systemyourself, or you can havesomeone
outsideuploadfilesin accordancewith the conditionsyou specify. For this;

Å You can selectthe Create UploadRequestfield from the QuickAccess 
menu in the "My Wall" area, or clickthe LeftMenu > UploadRequests
field and clickthe signin the upperright corner.

ÅGivea name to the UploadRequest

Å Select the folder wherethe uploadwill be madefrom the Folder
to be Uploadedoption.

Å You can edit the permissonsof the personwith the CustomizeSettings
option.

Å Restrictionssuchas ValidityPeriod, ValidityDate, Password, E-Mail 
Notification, Numberof Link Usage, Numberof Filesthat can be 
Uploaded, Total File Size that can be Uploadedcan be madefor the link 
to be created.

Note: You can storethe file that will be acceptedexternallyin your "My Wall" 
areaor you can storeit in publicfolderswhereyou haveauthorization.

16
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DownloadingFiles/FoldersFromDrive

As you can storeyour filesin Drive, you can alsocontinueyouroperationsby downloading
your files.

1. DownloadingFiles/ Foldersvia Web

For the filesand fodlersin the Drive systemyou can;

Å Downloadthem to yourcomputerwith the Downloadoption from the right clickor
three-dot menu.

Å Performyourdownloadsin My Wall, PublicFoldersand Sharedwith Me areas.

Note: You candownloadyour filesby massselection. Massselected filesaredownloadedto
yourcomputer

му



2. DownloadingFiles/ Foldersvia AndroidDevices

Todownloadyour files in the Drive applicationto yourAndroid device;

Å Select Downloadfrom the three-dot menu on the file you want to
download.

Å You can accessthe filesyou havedownloadedbeforein the Downloads
areaby clickingthe button at the top left.

Å Open File Manager to accessthe downloadedfile on yourdevice.

Å You can accessthe filesyoudownloadedin the Drive Folder

Note:DownloadingFoldersis not possiblethroughthe mobile application.

3. DownloadingFiles/ Foldersvia iOSDevices

Todownloadyour filesin the Driveapplicationto your iOSdevice;

Å SelectDownloadfrom the three-
dot menuon the file youwant to download.

Å Youcanaccessthe filesyouhavedownloadedbeforein the Downloads
areathat isunderMore sectionat the bottom right.

Å Tosavethe file to yourdevice, youcaninstantlyshareit with 
applicationsby clickingShare button from the Downloadsmenu, or
downloadit to yourphoneby clickingsave.

Å Toaccessthe filesyoudownloaded,

Note:DownloadingFoldersis notpossiblethroughthe mobileapplication.

5ƻǿƴƭƻŀŘƛƴƎCƛƭŜǎκCƻƭŘŜǊǎCǊƻƳ5ǊƛǾŜ
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Viewingand OpeningFilesandFoldersin Drive

1. Viewingand OpeningFilesand Foldersvia Web

Doubleclickon the relevantfile/ folder to openyour filesand folders.

Å Documentswith .docx, .odt, .xlsx, .ods, .txt, .pptx, .odp extensionscan be edited by online 
editors in Drive.

Toopenwith a different extension;

Å Drive allowsyou to openyour fileswith 3 different editors.(Microsoft Online Office, Libre 
Office, DivvyOffice) You can openWord andExcel filesby right-clickingor entering
the Open field from the three-dot menu to edit your fileswith the editor you want. Edited
filescan be viewedas file versionswhensaved.

Å Clickto learnhow to useOnline Editors.

Note: Whenyou try to opena file with an unsupportedformat, the system warnsyou that the
file format is not supported.

нΦ ±ƛŜǿƛƴƎŀƴŘ hǇŜƴƛƴƎCƛƭŜǎŀƴŘ CƻƭŘŜǊǎǾƛŀ!ƴŘƻƛŘ

¸ƻǳ Ŏŀƴ ǾƛŜǿƻǊƻǇŜƴȅƻǳǊŦƛƭŜǎŀƴŘ ŦƻƭŘŜǊǎǾƛŀǘƘŜ
ƳƻōƛƭŜ ŀǇǇƭƛŎŀǘƛƻƴΦ

bƻǘŜΥ9ŘƛǘƛƴƎ Ŏŀƴ ōŜ ŘƻƴŜ ǿƛǘƘ ƭƻŎŀƭŜŘƛǘƻǊǎƛƴ ƳƻōƛƭŜ 
ŀǇǇƭƛŎŀǘƛƻƴǎΦ CƻǊ ǘƘƛǎǇǊƻŎŜǎǎΣ ȅƻǳ ƴŜŜŘǘƻŘƻǿƴƭƻŀŘǘƘŜ
ŘƻŎǳƳŜƴǘǎŀƴŘ ǎŀǾŜǘƘŜƳƛƴ ǘƘŜǊŜƭŜǾŀƴǘŦƛƭŜ ŀǊŜŀƻŦ 
ȅƻǳǊǎƳŀǊǘŘŜǾƛŎŜΦ

3. Viewingand OpeningFilesand Foldersvia iOS
Youcanviewor openyour filesandfoldersviathe
mobileapplication.

Note:Editing can be donewith localeditorsin mobile 
applications. Forthis process, youneedto downloadthe
documentsandsavethem in the relevantfile areaof 
yoursmartservice.

20



DELETING ANDRECOVERING FILES/FOLDERS
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DeletingFiles/Foldersin Drive

Toremovea file from Drive, moveit to your recyclebin. Filesand foldersin Drive can be deletedin 
two ways;

Å Delete> Transferredto RecycleBin, can be recovered.

Å DeletePermanently> It is completelydeletedand cannotbe recovered.

1. DeletingFiles/ Foldersvia Web

üMovingto RecycleBin and Recovering

Å Login.

Å Right clickon the file/ folder you want to deleteor selectthe Deleteoption from the three-dot
menu.

Å Torecoverthe relevantfile, goto the RecycleBin from the left menu.

Å Recoverthe file/folder in the RecycleBin by right clickingor usingthe "Restore" option from
the three-dot menu.

Note:Thefiles/ foldersin your recyclebin takeup spacein yourstorage(quota).

üDeletePermanently

Å Right clickon the file/ folder you want to deleteor select
PermanentlyDeletefrom the three-dot menu.

Å Oncethe file is deleted, it cannotbe recovered.
нн



DeletingFiles/Foldersin Drive

1. QuickFile Deletion

Å Thisprocessperformsthe task of deletingthe versionsof your files
found inside foldersin bulk.

ÅWhenthe quickfile deletionprocesstakesplace, designatedversions
of all fileswithin the markedfoldersarekept.

Å Choosethe file/folder you want to delete.

Å Determinewhicharethe latestversionsof your filesto be kept.

23



нΦ5ŜƭŜǘƛƴƎCƛƭŜǎκCƻƭŘŜǊǎǾƛŀ!ƴŘǊƻƛŘ

ü aƻǾƛƴƎǘƻwŜŎȅŎƭŜ.ƛƴŀƴŘwŜŎƻǾŜǊƛƴƎ

Å [ƻƎƛƴΦ

Å wƛƎƘǘŎƭƛŎƪƻƴǘƘŜŦƛƭŜκŦƻƭŘŜǊȅƻǳǿŀƴǘǘƻŘŜƭŜǘŜƻǊǎŜƭŜŎǘǘƘŜ
5ŜƭŜǘŜƻǇǘƛƻƴŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳΦ

Å 5ŜƭŜǘŜŘŦƛƭŜǎκŦƻƭŘŜǊǎŀǊŜƳƻǾŜŘǘƻǘƘŜwŜŎȅŎƭŜ.ƛƴΦ

Å ¢ƻǊŜŎƻǾŜǊǘƘŜŘŜƭŜǘŜŘŦƛƭŜΣŜƴǘŜǊǘƘŜwŜŎȅŎƭŜ.ƛƴŦǊƻƳǘƘŜ
ϦaƻǊŜϦ ƳŜƴǳΦ

Å wŜŎƻǾŜǊǘƘŜŦƛƭŜκŦƻƭŘŜǊƛƴǘƘŜwŜŎȅŎƭŜ.ƛƴōȅǊƛƎƘǘŎƭƛŎƪƛƴƎ
ƻǊǳǎƛƴƎǘƘŜϦwŜǎǘƻǊŜϦƻǇǘƛƻƴŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳΦ

bƻǘŜΥ¢ƘŜŦƛƭŜǎκŦƻƭŘŜǊǎƛƴ ȅƻǳǊǊŜŎȅŎƭŜōƛƴ ǘŀƪŜǳǇǎǇŀŎŜƻƴ ȅƻǳǊ
ǎǘƻǊŀƎŜόǉǳƻǘŀύΦ

ü5ŜƭŜǘŜtŜǊƳŀƴŜƴǘƭȅ

Å {ŜƭŜŎǘtŜǊƳŀƴŜƴǘƭȅ5ŜƭŜǘŜŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳΦ

Å hƴŎŜǘƘŜŦƛƭŜ ƛǎŘŜƭŜǘŜŘΣ ƛǘŎŀƴƴƻǘōŜǊŜŎƻǾŜǊŜŘΦ

DeletingFiles/Foldersin Drive

3. DeletingFiles/ Foldersvia iOS

ü Movingto RecycleBinandRecovering

Å Login.

Å Right clickon the file/folder you want to deleteor selectthe
Deleteoption from the three-dot menu.

Å Deletedfiles/ foldersaremovedto the RecycleBin.

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

Å Recoverthe file/folder in the RecycleBinby right clickingor using
the "Restore" option from the three-dot menu.

Note:Thefiles/ foldersin your recyclebin takeup spaceon your
storage(quota).

ü DeletePermanently

Å SelectPermanentlyDeletefrom the three-dot menu.

Å Oncethe file isdeleted, it cannotbe recovered.
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OrganizingFiles/Foldersin Drive

Bycreatingfilesand foldersin Drive, you can manage, copyand moveall yourdata 
betweenfolders.

ü Creating Filesand Folders

1. Creating Files/FoldersviaWeb

Å Login.

Å Select the areawherethe file and folder will be created(My Wall, Public
Folders).

Å Select the New field from the right clickmenu or the QuickAccess menu.

Å Pickthe type of the file/folder youwant to create.

Å Entera name for the File/Folder.

Å Clickon Save.

нΦ /ǊŜŀǘƛƴƎCƻƭŘŜǊǎǾƛŀ!ƴŘǊƻƛŘ

ÅhǇŜƴ ǘƘŜ5ǊƛǾŜ ŀǇǇƻƴ ȅƻǳǊŀƴŘǊƻƛŘŘŜǾƛŎŜΦ

Å¢ŀǇ ǘƘŜ!ŘŘƛŎƻƴŀǘ ǘƘŜōƻǘǘƻƳǊƛƎƘǘΦ

Å¢ŀǇ ǘƘŜ/ǊŜŀǘŜCƻƭŘŜǊƛŎƻƴΦ

Å9ƴǘŜǊŀ ƴŀƳŜ ŦƻǊ ǘƘŜŦƻƭŘŜǊΦ

Å/ƭƛŎƪƻƴ hƪŀȅΦ

3. CreatingFoldersvia iOS

Å Openthe Driveappon your iOS device.

Å Tapthe Add iconat the bottom middle.

Å Tapthe CreateFolder icon.

Å Entera namefor the folder.

Å Clickon Okay.
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OrganizingFiles/Foldersin Drive

ü/ǊŜŀǘƛƴƎ ŀ /ƻǇȅƻŦ ǘƘŜCƛƭŜκCƻƭŘŜǊ

мΦ /ƻǇȅƛƴƎCƛƭŜǎκCƻƭŘŜǊǎǾƛŀ²Ŝō

Å [ƻƎƛƴΦ

Å wƛƎƘǘ ŎƭƛŎƪƻƴ ǘƘŜCƛƭŜκŦƻƭŘŜǊȅƻǳ ǿŀƴǘǘƻŎƻǇȅΦ

Å {ŜƭŜŎǘ /ƻǇȅΦ

Å /ƻǇȅǘƘŜŦƛƭŜκŦƻƭŘŜǊōȅǊƛƎƘǘŎƭƛŎƪƛƴƎҔ tŀǎǘŜƛŎƻƴƛƴ ǘƘŜǊŜƭŜǾŀƴǘŀǊŜŀΦ

нΦ /ƻǇȅƛƴƎCƛƭŜǎκCƻƭŘŜǊǎǾƛŀ!ƴŘǊƻƛŘ

Å hǇŜƴǘƘŜ5ǊƛǾŜŀǇǇƻƴȅƻǳǊŀƴŘǊƻƛŘŘŜǾƛŎŜΦ

Å ¢ŀǇ ƻƴ ǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳ ƻŦ ǘƘŜŦƛƭŜκŦƻƭŘŜǊΦ

Å {ŜƭŜŎǘ/ƻǇȅΦ

Å {ŜƭŜŎǘ ǘƘŜŎƻǇȅƭƻŎŀǘƛƻƴόŦƻƭŘŜǊύ ƻǊŎǊŜŀǘŜ ŀ ƴŜǿŦƻƭŘŜǊΦ

Å ¢ŀǇ ƻƴ ǘƘŜ/ƻǇȅ.ǳǘǘƻƴΦ

3. CopyingFiles/Foldersvia iOS

Å Openthe Driveappon your iOS device.

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

Å SelectCopy.

Å Selectthe copylocation(folder) or createa new folder.

Å Tap onthe CopyButton.
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ü MovingFiles/ Folders

1. MovingFiles/FoldersviaWeb

Å Login.

Å Rightclickon the File/folder youwant to move.

Å SelectCut.

Å RighClick> Pasteiconin the relevantareaof the cut file/folder to moveit.

2. MovingFiles/FoldersviaAndroid

Å Openthe Driveappon yourandroiddevice.

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

Å SelectMove.

Å Selectthe movelocation(folder) or createa newfolder.

Å Tap onthe Move Button.

3. MovingFiles/Foldersvia iOS

Å Openthe Driveappon your iOSdevice.

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

Å SelectMove.

Å Selectthe movelocation(folder) or createa newfolder.

Å Tap onthe Move Button.
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OrganizingFiles/Foldersin Drive

ü Creating a Shortcutfor the File/Folder

1. Creatinga Shortcutfor the File/FolderviaWeb

Å Login.

Å Right clickon the file/folder to be accessedquickly.

Å Clickon Create Shourtcut.

Å Entera name for the Shortcut.

Note:Toaccessthe createdfile/folder shortcuts, clickthe Shortcutsiconat the top 
right of the page.

Note:Toremovethe createdshortcuts, clickon the Shortcutsiconat the top right of 
the page. Clickon the crossiconto the right of the folder names.
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OrganizingFiles/Foldersin Drive

ü Creating FolderTemplates

1. Web FolderTemplate

Å You can easilyreplicateyour folder tree by creatinga template.

Å Right-clickthe folder for quickaccess.

Å Clickon the Create Shortcuticon.

Å Entera name for the shortcut.

Å Toreplicateyour folder tree, right-clickin a blankareaand selectthe addfolder
templateoption.

Note:Toaccessthe createdshortcutfiles/ folders, clickon the Shortcutsiconin the upper
right cornerof the pageto accessthe createdshortcutfiles/ folders.

Note:Toremovethe createdshortcuts, clickon the Shortcutsiconin the upperright
cornerof the page. Clickon the crossiconon the right sideof the folder names.

Note: Thereareno filesin the folder template. Onlythe subfoldersin the sameorderare
pastedinto the relevantareaempty.
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2. Creatinga Shortcutfor the File/FolderviaAndroid

Å Openthe Driveappon yourandroiddevice.

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

Å SelectCreate Shortcut.

Å Entera name for the shortcut.

Å Tap on Create button.

Note:Toaccessthe createdfile/folder shortcuts, clickthe Shortcuts
iconat the bottom right of the page.

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

3. Creatinga Shortcutfor the File/Foldervia iOS

Å Openthe Driveappon your iOS device.

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

Å SelectCreateShortcut.

Å Entera namefor the shortcut.

Å Tap onCreatebutton.

Note:Toaccessthe createdfile/folder shortcuts, clickthe Shortcuts iconat t
hebottom of the page.

Note:Toremovethe createdshortcuts, clickon the Shortcutsiconat the
bottom of the page. Drag the file/folder you want to deleteto the left.
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¸ƻǳ Ŏŀƴ ǎƻǊǘȅƻǳǊŦƛƭŜǎǿƛǘƘ ǘƘŜƘŜƭǇƻŦ ǘƘŜŘǊƻǇπŘƻǿƴƳŜƴǳ ƛƴ ǘƘŜǊŜƭŜǾŀƴǘŦƛŜƭŘΦ

¸ƻǳ Ŏŀƴ ǎƻǊǘȅƻǳǊŦƛƭŜǎŀƴŘ ŦƻƭŘŜǊǎƛƴ 5ǊƛǾŜ ǳǎƛƴƎƻƴŜƻŦ ǘƘŜŦƻƭƭƻǿƛƴƎƻǇǘƛƻƴǎΥ

Å.ȅƴŀƳŜ ό!κ½ύΥ {ƻǊǘǎŀƭǇƘŀōŜǘƛŎŀƭƭȅōȅŦƛƭŜκŦƻƭŘŜǊƴŀƳŜΦ

Å.ȅƴŀƳŜ ό½κ!ύΥ {ƻǊǘǎǊŜǾŜǊǎŜŘŀƭǇƘŀōŜǘƛŎŀƭƭȅōȅŦƛƭŜκŦƻƭŘŜǊƴŀƳŜΦ

Å{ƛȊŜόDǊƻǿƛƴƎύΥ {ƻǊǘǎŦǊƻƳǎƳŀƭƭŜǎǘǘƻōƛƎƎŜǎǘǎƛȊŜΦ

Å{ƛȊŜό5ŜŎǊŜŀǎƛƴƎύΥ {ƻǊǘǎŦǊƻƳōƛƎƎŜǎǘǘƻǎƳŀƭƭŜǎǘǎƛȊŜΦ

Å.ȅ5ŀǘŜόhƭŘύΥ {ƻǊǘǎŦƛƭŜǎκŦƻƭŘŜǊǎōȅƻƭŘŜǎǘŘŀǘŜΦ

Å.ȅ5ŀǘŜόbŜǿύΥ {ƻǊǘǎŦƛƭŜǎκŦƻƭŘŜǊǎōȅƴŜǿŜǎǘŘŀǘŜΦ

Å.ȅDŜƴǊŜό!κ½ύΥ {ƻǊǘǎŦƛƭŜǎκŦƻƭŘŜǊǎŀƭǇƘŀōŜǘƛŎŀƭƭȅōȅǘȅǇŜΦ

Å.ȅDŜƴǊŜό½κ!ύΥ {ƻǊǘǎŦƛƭŜǎκŦƻƭŘŜǊǎǊŜǾŜǊǎŜŘŀƭǇƘŀōŜǘƛŎŀƭƭȅōȅǘȅǇŜΦ

¸ƻǳ Ŏŀƴ ǾƛŜǿȅƻǳǊŦƛƭŜǎŀƴŘ ŦƻƭŘŜǊǎƛƴ 5ǊƛǾŜ ƛƴ ƭƛǎǘŀƴŘ ǘƘǳƳōƴŀƛƭƻǊŘŜǊǿƛǘƘ ǘƘŜƛŎƻƴΦ

OrganizingFiles/Foldersin Drive
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hǊƎŀƴƛȊƛƴƎCƛƭŜǎκCƻƭŘŜǊǎƛƴ 5ǊƛǾŜ
ü File/FolderSortingand ChangingViews

1. File/FolderSortingandChangingViewviaWeb

Å Login.

Å Sortyour fileswith the "Sort" option from the drop-downmenu in 
the upperright menu or simplyright clickon an emptyareaand select
Sort.

Å Tochangethe displayorder (list or thumbnail) of files/ folders, clickthe
View button in the upperright menu.

2. MovingFiles/FoldersviaAndroid

Å Openthe Driveappon yourandroiddevice.

Å Sortyour filesfrom the "ByName (A-Z)" drop-downmenu above
the files/ folders.

Å Tochangethe displayorderof files/ folders, clickthe Viewbutton in 
the upperright menu.

3. MovingFiles/Foldersvia iOS

Å Openthe Driveappon your iOS device.

Å Sortyour filesfrom the "ByName (A-Z)" drop-down
menuabovethe files/ folders.

Å Tochangethe displayorderof files/ folders, clickthe Viewbutton in
the upperright menu.

оо



xxx

SeeingDrive File Activity and 
Versions

You can viewthe added, modified, read, sharedand updatedmovementsof your
filesand foldersin Drive.

1. SeeingDrive File Activity and Versionsvia Web

Å Login.

Å Right clickon the file/folder whosehistoryyou want to see, or clickon the "File 
History" & "FolderHistory" fieldsfrom the three-dot menu.

Å Right clickon the file you want to seethe versionsof, or clickon the "File 
Versions" field from the three-dot menu.

Note: Foldersdo not have"FolderVersions".

Note: Everychangeor renamingmadein Word, Excel filesis savedas a new
version. Any version can be madethe lastversion(the versionthat will be opened
whendouble-clicked) and work on the file can be continued.

Note: Right clickon the file or selectLockFile from the three-dot menu sothat
no editingor versionchangesaremadeon the files. Onlythe userwho has locked
the file can unlockthe file.
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SeeingDrive File ActivityandVersions
2. SeeingDrive File ActivityandVersionsvia Android

Å Openthe Driveappon yourandroiddevice.

Å Clickon the "File History", "FolderHistory" fieldsfrom the three-dot
menu on the file /folder whosehistoryyou want to see.

Å Clickon the "File Versions" field from the three-dot menu on the file you 
want to seethe versionsof.
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оΦ {ŜŜƛƴƎ5ǊƛǾŜ CƛƭŜ !ŎǘƛǾƛǘȅŀƴŘ±ŜǊǎƛƻƴǎǾƛŀƛh{

ÅhǇŜƴǘƘŜ5ǊƛǾŜŀǇǇƻƴȅƻǳǊƛh{ ŘŜǾƛŎŜΦ

Å/ƭƛŎƪƻƴǘƘŜϦCƛƭŜIƛǎǘƻǊȅϦΣ ϦCƻƭŘŜǊIƛǎǘƻǊȅϦŦƛŜƭŘǎŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳƻƴǘƘŜŦƛƭŜ 
κŦƻƭŘŜǊǿƘƻǎŜƘƛǎǘƻǊȅȅƻǳǿŀƴǘǘƻǎŜŜΦ

Å/ƭƛŎƪƻƴǘƘŜϦCƛƭŜ±ŜǊǎƛƻƴǎϦŦƛŜƭŘŦǊƻƳǘƘŜǘƘǊŜŜπ
ŘƻǘƳŜƴǳƻƴǘƘŜŦƛƭŜȅƻǳǿŀƴǘǘƻǎŜŜǘƘŜǾŜǊǎƛƻƴǎƻŦΦ

bƻǘŜΥ 9ǾŜǊȅƳƻŘƛŦƛŎŀǘƛƻƴƻǊǊŜƴŀƳƛƴƎƳŀŘŜƛƴ ²ƻǊŘΣ 9ȄŎŜƭ ŦƛƭŜǎƛǎ ǎŀǾŜŘŀǎ ŀ ƴŜǿǾŜǊǎƛƻƴΦ 
!ƴȅǾŜǊǎƛƻƴŎŀƴ ōŜ ƳŀŘŜǘƘŜƭŀǎǘǾŜǊǎƛƻƴόǘƘŜǾŜǊǎƛƻƴǘƘŀǘǿƛƭƭōŜ ƻǇŜƴŜŘǿƘŜƴŘƻǳōƭŜπ
ŎƭƛŎƪŜŘύ ŀƴŘ ǿƻǊƪƻƴ ǘƘŜŦƛƭŜ Ŏŀƴ ōŜ ŎƻƴǘƛƴǳŜŘΦ

Note: Lockthe file by selectingLockFile by right clickingor clickingon 
the three-dot menu on the file/folder sothat no editingor version
changesaremadeon the files. Onlythe userwho has lockedthe file 
can unlockthe file.



Drive File Properties
1. Web File Properties

ü Features

Å Clickon the "Features" field from the three-dot menu on the file you want to seeits properties.

Å File size, creationdate informationcan be accessedfrom this area.

ü File Fingerprint

Å You can guaranteethe immutabilityof your fileswith File Fingerprint.

Å Clickon the "PropertiesςFile Fingerprint" field from the three dot menu on the file you want to create a fingerprint.

Å Generatethe hashesof the file with the "Create" option.

Å In this way, you can checkwhetheranychangeshavebeenmadeto a file you createdand sharedlater by comparingthe fingerprintsof both files.
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DefiningFolderAlarms
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You can notify the useryou want to be awareof the changesmadein the foldersin the My Wall or

PublicFoldersarea, usingRight Click>Alarm.

Å Right clickon the relevantfolder or selectAlarm > Definefrom the three-dot menu.

Å Type: Indicatesthe operationsin the folder.
Å AddingFiles
Å LockingFiles
Å File Maximum VersionCount
Å SharingFiles
Å DeletingFiles
Å PermanentlyDeletingFiles
Å RenamingFiles
Å AddingFolders
Å SharingFolders
Å DeletingFolders
Å PermanentlyDeletingFolders
Å RenamingFolders
Å SharingFileswith Link
Å SharingFolderswith Link
Å Maximum Quota

Å Fromthe pagethat opens, selectthe userand usergroupsyou want the notificationto be sent 

to.

Å With the SupervisorNotification, it is ensuredthat the superiorsdefinedin the AD(Active 

Directory) structurearenotified.

e.g. If the supervisorof the selectedpersonX is personY, notification is sent to both X and Y.

Å You can sendnotificationsbySMS or E-mail.

Å Toviewthe define alarms, right clickon the relevantfolderor selectAlarm > Recordsfrom the

three-dot menu.
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SEARCHING FILES/FOLDERS IN DRIVE 
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{ŜŀǊŎƘƛƴƎCƛƭŜǎŀƴŘCƻƭŘŜǊǎƛƴ 5ǊƛǾŜ

You can find filesand foldersin Drive by name and contentsearch.

You can type the word you want to searchon the SearchBar to searchfor the file you want to find.

39

üSearchFilter
You can performyour file/folder searchesfasterwith the
SearchFilter iconon the top right of the screenand 
you can reachyour target data moreeasily.



{ŜŀǊŎƘƛƴƎCƛƭŜǎŀƴŘCƻƭŘŜǊǎƛƴ 5ǊƛǾŜ

ü TagSearch

ByAssigningTagsfor all typesof filesin Drive, you will be ableto reachthe
file you arelookingfor morequickly.

Å In order to assinga tag, right clickon the relevantfile or enter the
Propertiesfield from the three-dot menu.

Å In the tagsection, write the word that can be the searchshortcutof the
file for you and saveit.

Å Tosearchfor tags, clickon the filtering icon in the upperright area
and activatethe SearchTagsoption. After that, you can easilyaccessall 
your filesby typingthe tagyou put in the searchbar.

Note: TagAssignmentscan be onlydone viaWeb. Thetagsassignedvia
Web can be searchedin Android and iOS mobile applications.
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SearchingFilesandFoldersin Drive
ü{ŜŀǊŎƘƛƴƎCƛƭŜǎŀƴŘ CƻƭŘŜǊǎ

мΦ {ŜŀǊŎƘƛƴƎCƛƭŜǎκCƻƭŘŜǊǎǾƛŀ²Ŝō

Å[ƻƎƛƴΦ

Å{ŜƭŜŎǘ ǘƘŜŀǊŜŀȅƻǳ ǿŀƴǘǘƻǎŜŀǊŎƘŦǊƻƳǘƘŜƭŜŦǘƳŜƴǳ όaȅ ²ŀƭƭΣ tǳōƭƛŎ
CƻƭŘŜǊǎΣ {ƘŀǊŜŘǿƛǘƘ aŜΣ aŜŘƛŀΣ 5ƻŎǳƳŜƴǘǎύΦ

Å¢ȅǇŜǘƘŜǿƻǊŘȅƻǳ ǿŀƴǘǘƻǎŜŀǊŎƘƛƴ ǘƘŜϦ{ŜŀǊŎƘϦ ōŀǊ

ƛƴ ǘƘŜǳǇǇŜǊǊƛƎƘǘƳŜƴǳ ƛƴ ǘƘŜǊŜƭŜǾŀƴǘŦƛŜƭŘΦ

bƻǘŜΥ ¸ƻǳ Ŏŀƴ ŀƭǎƻǎŜŀǊŎƘŘŜƭŜǘŜŘŦƛƭŜǎŀƴŘ ŦƻƭŘŜǊǎΦ

нΦ {ŜŀǊŎƘƛƴƎCƛƭŜǎκCƻƭŘŜǊǎǾƛŀ!ƴŘǊƻƛŘ

ÅhǇŜƴ ǘƘŜ5ǊƛǾŜ ŀǇǇƻƴ ȅƻǳǊ!ƴŘǊƻƛŘ ŘŜǾƛŎŜΦ

Å{ŜƭŜŎǘ ǘƘŜŀǊŜŀȅƻǳ ǿŀƴǘǘƻǎŜŀǊŎƘŦǊƻƳǘƘŜƭŜŦǘƳŜƴǳ όaȅ ²ŀƭƭΣ tǳōƭƛŎ
CƻƭŘŜǊǎΣ {ƘŀǊŜŘǿƛǘƘ aŜΣ aŜŘƛŀΣ 5ƻŎǳƳŜƴǘǎύΦ

ÅLƴǘƘŜǊŜƭŜǾŀƴǘŦƛŜƭŘΣ ǘȅǇŜǘƘŜǿƻǊŘȅƻǳ ǿŀƴǘǘƻǎŜŀǊŎƘŦǊƻƳǘƘŜϦ{ŜŀǊŎƘϦ

ƛŎƻƴƛƴ ǘƘŜǘƻǇ ƳŜƴǳΦ
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Note: With the "SearchCriteria" next to the searchbar,        you can 
searchfor filesor/and folders, as well as searchfor filesin the folder you 
are in or accordingto the latestversioninformationof the file, 
file content informationof the text to be searched, keyfield information
and file exif information. You can alsosearchdeletedfilesand folders.

3. SearchingFiles/Foldersvia iOS

Å Openthe Driveappon your iOSdevice.

Å Selectthe areayouwant to searchfrom "More" areaunder
the bottom right menu (My Wall, PublicFolders, Shared
with Me, Media, Documents)

Å In the relevantfield, type the word youwant to searchfrom th
e "Search" icon in the top menu.



!w/IL±9 Dwh¦t{
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ü Archive Groups

Drive allowsyou to groupyour filesand foldersas you wish.

Å Archive Tags: Refersto the keywordsassignedto the files.

Å Archive Groups: Refersto the collectionof createdarchivetagsas a group
undera header.

1. Web Archive Groups

ü Creating an Archive Group

Å Clickon the Archive Groupsfield in the left menu.

Å Right clickor select"AddNew Archive Group" with the button at the top 
right.

Å Decideunderwhichheadingyou want to classifythe filesin your foldersand 
determinethe Archive Groupname.
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!ǊŎƘƛǾŜ {ŜŀǊŎƘƛƴ 5ǊƛǾŜ



ü Creating an Archive Tag

Å Clickon the Archive Groupsfield in the left menu.

Å Right clickor selectthe "AddNew Archive Tag" option with the button at the top right.

Å Specifya name for yourArchive Tagand chooseits type.

Å Types: Text, integer, date, longtext, dropdownlist, multiple dropdownlist, checkbox, 
monetaryvalueand integercounteroptions areavailable.

Å Clickon Save.

ü MatchingArchive Tagand Archive Groups

Å Thecreatedarchivetagsand archivegroupsmustbe matchedin order to be ableto
search.

Å Right clickon the Archive Groupto be matchedor selectthe relevanttagsfrom the
"AddNew Archive Tag" option from the three-dot menu.

Å Thus, your tagsarecollectedin a group.

ArchiveSearchin Drive

44



!ǊŎƘƛǾŜ{ŜŀǊŎƘƛƴ 5ǊƛǾŜ
ü MatchingArchive TagandArchive Groupsto Files/Folders

Å Todefine archivetagsfor files/ foldersin My Wall and PublicFolderareas;

Å Right clickon the relevantfolder or selectthe archivegroupyou createdfrom the
three-dot menu Archiving> Define Archive Group.

Å After selectingthe archivegroup, in order to define the sametagsfor all the filesin 
the relevantfolder, right-clickon the relevantfolder or chooseArchiving> Assign
Tagsto Filesfrom the three-dot menu.

Å In order to define different tagsfor eachof the filesin the relevantfolder, define the
tagsby right-clickingon the relevantfile or clickingArchive Tagsfrom the three-dot
menu.

ü Archive Search

Å Clickon the iconin the upperright areato searchthe filesin accordancewith 
the assignedarchivetags.

Å Select the archivegroupyou created.

Å Performyoursearchby filling in the tagsand mandatoryfieldsyou want to search
within the selectedarchivegroups.
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Archive Search/Example
Å {ǳǇǇƻǎŜȅƻǳ ǿƻǊƪƛƴ ǘƘŜIǳƳŀƴ wŜǎƻǳǊŎŜǎŘŜǇŀǊǘƳŜƴǘŀƴŘ ƪŜŜǇǘƘŜ
ǇŜǊǎƻƴƴŜƭŦƛƭŜǎƻŦ ŜŀŎƘǇŜǊǎƻƴƴŜƭƛƴ ŀ ŦƻƭŘŜǊΦ [Ŝǘǳǎ ǎŀȅ ȅƻǳ ƘŀǾŜŀ 
ŦƻƭŘŜǊŎŀƭƭŜŘtŜǊǎƻƴƴŜƭCƛƭŜ ƛƴ ȅƻǳǊaȅ ²ŀƭƭ ŀǊŜŀŀƴŘ ǎŜǾŜǊŀƭŦƛƭŜǎƛƴ ƛǘΦ

Å [Ŝǘǳǎ ŎǊŜŀǘŜ ŀƴ ŀǊŎƘƛǾŜƎǊƻǳǇƴŀƳŜŘtŜǊǎƻƴŀƭ5ƻŎǳƳŜƴǘǎŦǊƻƳ
ǘƘŜ!ǊŎƘƛǾŜDǊƻǳǇǎŦƛŜƭŘΦ

Å [Ŝǘǳǎ ŎǊŜŀǘŜ ǘŀƎǎǘƻǎŜŀǊŎƘȅƻǳǊŦƻƭŘŜǊǎōŀǎŜŘƻƴ ǇŜǊǎƻƴƴŜƭƴŀƳŜπ
ǎǳǊƴŀƳŜόǘŜȄǘύΣ ŘŜǇŀǊǘƳŜƴǘόŘǊƻǇπŘƻǿƴƭƛǎǘύΣ L5 ƴǳƳōŜǊόƛƴǘŜƎŜǊύ ŀƴŘ 
ǎŜƭŜŎǘǘƘŜ!ŘŘ!ǊŎƘƛǾŜ ¢ŀƎƻǇǘƛƻƴŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳ ƻƴ ǘƘŜ
tŜǊǎƻƴŀƭ5ƻŎǳƳŜƴǘǎŀǊŎƘƛǾŜƎǊƻǳǇΦ όмύ

bƻǘŜΥ CƻǊ ŘǊƻǇπŘƻǿƴƭƛǎǘǘŀƎǎΣ ǊƛƎƘǘπŎƭƛŎƪƻƴ ǘƘŜǊŜƭŜǾŀƴǘǘŀƎƻǊǎŜƭŜŎǘǘƘŜ
5ǊƻǇπ5ƻǿƴ [ƛǎǘŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳΦ [Ŝǘǳǎ ŘŜǘŜǊƳƛƴŜǘƘŜǘƛǘƭŜǎǿŜ
ǿŀƴǘǘƻŀǇǇŜŀǊƛƴ ƻǳǊƭƛǎǘΦόнύ

Å wƛƎƘǘ ŎƭƛŎƪƻƴ ǘƘŜtŜǊǎƻƴƴŜƭCƛƭŜƛƴ ǘƘŜaȅ ²ŀƭƭŀǊŜŀƻǊǎŜƭŜŎǘ
ǘƘŜtŜǊǎƻƴƴŜƭ5ƻŎǳƳŜƴǘǎƎǊƻǳǇŦǊƻƳ!ǊŎƘƛǾƛƴƎҔ 5ŜŦƛƴŜ !ǊŎƘƛǾŜ 
DǊƻǳǇŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳΦ όоύ

Å LƴƻǊŘŜǊǘƻŘŜŦƛƴŜ ŀǊŎƘƛǾŜǘŀƎǎǘƻŦƛƭŜǎΣ ƭŜǘǳǎ ŘŜŦƛƴŜ ǘƘŜǎŀƳŜǘŀƎǎŦƻǊ 
ŀƭƭ ŦƛƭŜǎōȅǊƛƎƘǘπŎƭƛŎƪƛƴƎƻƴ ǘƘŜtŜǊǎƻƴƴŜƭCƛƭŜ ƻǊŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘ
ƳŜƴǳ !ǊŎƘƛǾƛƴƎҔ !ǎǎƛƎƴ¢ŀƎǎǘƻCƛƭŜǎΣ ƻǊŦƻǊ ŜŀŎƘŦƛƭŜ ƛƴ ǘƘŜŦƻƭŘŜǊΣ ōȅ
ŎƭƛŎƪƛƴƎ!ǊŎƘƛǾŜ ¢ŀƎǎŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳΣ ǎŜǇŜǊŀǘŜ
ǘŀƎǎόǇŜǊǎƻƴƴŜƭƴŀƳŜΣ ǎǳǊƴŀƳŜΣ ǘƘŜŘŜǇŀǊǘƳŜƴǘƘŜ ǿƻǊƪǎƛƴΣ L5 
ƴǳƳōŜǊύΦ όпύ

Å /ƭƛŎƪƻƴ ǘƘŜ ƛŎƻƴƛƴ ǘƘŜǳǇǇŜǊǊƛƎƘǘŀǊŜŀǘƻǎŜŀǊŎƘǘƘŜŦƛƭŜǎƛƴ 
ŀŎŎƻǊŘŀƴŎŜǿƛǘƘ ǘƘŜŀǎǎƛƎƴŜŘŀǊŎƘƛǾŜǘŀƎǎΦόрύ
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SHARING FILES AND FOLDERS
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SharingFilesand Foldersin Drive
You can sharethe filesyou storein Drive with anyregistereduseror non-userfrom a computer, 
mobile phoneor tablet.

Note: Whensharingfilesin Drive, the file is onlyallowedto be viewed. Changesmadeto the
file after sharingcannotbe viewedby other users, only the sharedversioncan be viewed. For 
collaborativework and viewingof changesmadeto filesby other users, you can 
checkSharingFolders.

1. SharingFilesvia Web

Å You can sharethe filesin the My Wallareawith 2 different methods.

1) Sharingwith System Users

2) Sharingwith People WhoDo Not Havea RegisteredUser in the System (Sharingwith Link)

ü SharingWith System Users

Å Right clickon the file you want to shareor selectSharefrom the three-dot menu.

Å In the User field enter the User Nameor Name Surnameof the useryou will share
with and makea selection. (At least3 charactermustbe entered.)

Å Tosenda messagewith the file to the shareduser, type yourmessagein the Message 
field.

Å Clickon Share.
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{ƘŀǊƛƴƎCƛƭŜǎŀƴŘCƻƭŘŜǊǎƛƴ 5ǊƛǾŜ
ü Sharingwith PeopleWhoDo NotHavea RegisteredUser 

in the System(Sharingwith Link)

Å Right clickon the file/folder you want to shareor selectSharewith Link from
the three-dot menu.

Å You can set somerestrictionsfor the file to be sharedsoyou can keepthe
managementof your file. (2)

Å After makingyoursettings, selectCreate Link.

ÅWith the createdlink, shareyour file with copy/paste, QR codeor e-mail 
options.
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SharingFilesandFoldersin Drive
ü Sharingwith PeopleWhoDo NotHavea RegisteredUser inthe System(Sharingwith Link)

Å For the file/folder to be shared, you can collectinformationabout the identity if the
downloaderwith the "CollectInformation While Downloading" option. (2)

Å In order to downloadthe file and folder, name-surname, e-mail, phone, description
and e-mail or sms verificationarerequired.

Å You can accessthe informationof the downloadersfrom the Sharing> Shared
File/FolderLinks > Link Informationfield on the relevantfile/folder.

рл



2. SharingFilesvia Android

üSharingwith System Users

Å Open the Drive appon yourAndroid device.

Å Select Sharefrom the three-dot menu of the file you want to
share.

Å In the Select Userfield, enter the User Nameor Name Surname
of the useryou will sharewith and makea selection.(At least3 
charactersmustbe entered.)

Å Tosenda messagewith the file to the shareduser, type your
messagein the Message field.

Å Clickon Share.

üSharingwith PeopleWhoDo NotHavea RegisteredUser 
in the System(Sharingwith Link)

Å Select Sharewith Link from the three-dot menu of the file you 
want to share.

Å You can tap Create Linkand createa link immediately, or tap 
SharingOptionsand changeyouradvancedsharingpreferences.

Å With the createdlink, shareyour file with CopyLink,CreateQR
Codeor More options.
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SharingFilesandFoldersin Drive
оΦ {ƘŀǊƛƴƎCƛƭŜǎǾƛŀƛh{

ü{ƘŀǊƛƴƎǿƛǘƘ{ȅǎǘŜƳ¦ǎŜǊǎ

ÅhǇŜƴǘƘŜ5ǊƛǾŜŀǇǇƻƴȅƻǳǊƛh{ŘŜǾƛŎŜΦ

Å{ŜƭŜŎǘ{ƘŀǊŜŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳƻŦǘƘŜŦƛƭŜȅƻǳǿŀƴǘǘƻǎƘŀǊŜΦ

Å9ƴǘŜǊǘƘŜ¦ǎŜǊ bŀƳŜƻǊbŀƳŜ {ǳǊƴŀƳŜƻŦ ǘƘŜǳǎŜǊȅƻǳ ǿƛƭƭǎƘŀǊŜǿƛǘƘƛƴ 
ǘƘŜǎŜŀǊŎƘŦƛŜƭŘŀƴŘ ƳŀƪŜŀ ǎŜƭŜŎǘƛƻƴΦ 
ό!ǘƭŜŀǎǘоŎƘŀǊŀŎǘŜǊǎƳǳǎǘōŜŜƴǘŜǊŜŘΦύ

Å¢ƻǎŜƴŘŀƳŜǎǎŀƎŜǿƛǘƘǘƘŜŦƛƭŜǘƻǘƘŜǎƘŀǊŜŘǳǎŜǊΣǘȅǇŜȅƻǳǊƳŜǎǎŀƎŜƛƴ 
ǘƘŜaŜǎǎŀƎŜŦƛŜƭŘΦ

Å/ƭƛŎƪƻƴ {ŜƴŘƛŎƻƴΦ

ü{ƘŀǊƛƴƎǿƛǘƘtŜƻǇƭŜ²Ƙƻ5ƻ bƻǘIŀǾŜŀwŜƎƛǎǘŜǊŜŘ¦ǎŜǊ 
ƛƴǘƘŜ{ȅǎǘŜƳό{ƘŀǊƛƴƎǿƛǘƘ[ƛƴƪύ

Å {ŜƭŜŎǘ{ƘŀǊŜǿƛǘƘ[ƛƴƪŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳ ƻŦ ǘƘŜŦƛƭŜ ȅƻǳ ǿŀƴǘǘƻ
ǎƘŀǊŜΦ

Å ²ƛǘƘ ǘƘŜ{ƘŀǊŜƻǇǘƛƻƴΣ ȅƻǳ Ŏŀƴ ŎǊŜŀǘŜ ŀ ƭƛƴƪ ƛƳƳŜŘƛŀǘŜƭȅƻǊŎƘŀƴƎŜȅƻǳǊ
ŀŘǾŀƴŎŜŘǎƘŀǊƛƴƎǇǊŜŦŜǊŜƴŎŜǎōȅǘŀǇǇƛƴƎ{ƘŀǊƛƴƎhǇǘƛƻƴǎΦ

Å ²ƛǘƘ ǘƘŜŎǊŜŀǘŜŘƭƛƴƪΣ ǎƘŀǊŜȅƻǳǊŦƛƭŜ ǿƛǘƘ /ƻǇȅ[ƛƴƪΣ /ǊŜŀǘŜ vw /ƻŘŜƻǊ
aƻǊŜƻǇǘƛƻƴǎΦ
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SharingFilesandFoldersin Drive
¸ƻǳ Ŏŀƴ ǎƘŀǊŜŦƻƭŘŜǊǎƛƴ ǘƘŜaȅ ²ŀƭƭΣ tǳōƭƛŎCƻƭŘŜǊǎŀǊŜŀǎŦǊƻƳŀ 
ŎƻƳǇǳǘŜǊΣ ƳƻōƛƭŜ ǇƘƻƴŜƻǊǘŀōƭŜǘ ǿƛǘƘ ŀƴȅǊŜƎƛǎǘŜǊŜŘǳǎŜǊƻǊƴƻƴπǳǎŜǊΦ

мΦ {ƘŀǊƛƴƎCƻƭŘŜǊǎǾƛŀ²Ŝō

ÅLǘƛǎ ǇƻǎǎƛōƭŜǘƻǎƘŀǊŜǘƘŜŦƻƭŘŜǊǎƛƴ ǘƘŜaȅ ²ŀƭƭŀǊŜŀǿƛǘƘ н ŘƛŦŦŜǊŜƴǘ
ƳŜǘƘƻŘǎΦ

мύ {ƘŀǊƛƴƎǿƛǘƘ {ȅǎǘŜƳ ¦ǎŜǊǎ

нύ {ƘŀǊƛƴƎǿƛǘƘ tŜƻǇƭŜ ²ƘƻŘƻ ƴƻǘ IŀǾŜŀ wŜƎƛǎǘŜǊŜŘ¦ǎŜǊ ƛƴ ǘƘŜ
{ȅǎǘŜƳό{ƘŀǊƛƴƎǿƛǘƘ [ƛƴƪύ

ü{ƘŀǊƛƴƎǿƛǘƘ {ȅǎǘŜƳ ¦ǎŜǊǎ

ÅwƛƎƘǘ ŎƭƛŎƪƻƴ ǘƘŜŦƻƭŘŜǊȅƻǳ ǿŀƴǘǘƻǎƘŀǊŜƻǊǎŜƭŜŎǘ{ƘŀǊŜŦǊƻƳ
ǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳΦ

ÅLƴǘƘŜ¦ǎŜǊ ŦƛŜƭŘΣ ŜƴǘŜǊǘƘŜ¦ǎŜǊƴŀƳŜƻǊbŀƳŜ {ǳǊƴŀƳŜƻŦ ǘƘŜ
ǳǎŜǊȅƻǳ ǿƛƭƭǎƘŀǊŜǿƛǘƘ ŀƴŘ ƳŀƪŜŀ ǎŜƭŜŎǘƛƻƴό!ǘ ƭŜŀǎǘо 
ŎƘŀǊŀŎǘŜǊǎƳǳǎǘōŜ ŜƴǘŜǊŜŘΦύ

Å¸ƻǳŎŀƴ ƳŀƪŜǎŜǇŜǊŀǘŜŦƛƭŜ ŀƴŘ ŦƻƭŘŜǊŀǳǘƘƻǊƛȊŀǘƛƻƴǎŦƻǊ ŜŀŎƘ
ǎƘŀǊŜŘǳǎŜǊΦ

Å/ƭƛŎƪƻƴ{ƘŀǊŜΦ

bƻǘŜΥ !ƭƭ ŀǳǘƘƻǊƛȊŀǘƛƻƴǎŀǊŜŀǳǘƻƳŀǘƛŎŀƭƭȅŘŜŦƛƴŜŘΦ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ
ȅƻǳ Řƻ ƴƻǘ ǿŀƴǘŀ ǳǎŜǊǘƻŘŜƭŜǘŜǘƘŜŦƛƭŜǎƛƴ ǘƘŜǎƘŀǊŜŘŦƻƭŘŜǊΣ ȅƻǳ 
ƳǳǎǘŘŜŀŎǘƛǾŀǘŜǘƘŜCƛƭŜ 5ŜƭŜǘŜŀǳǘƘƻǊƛǘȅΦ



2. SharingFoldersvia Android

üSharingwith System Users

Å Open the Drive appon yourAndroid device.

Å Select Sharefrom the three-dot menuof the folder you 
want to share.

Å In the Select Userfield, enter the User Name
or NameSurnameof the useryouwill sharewith and mak
e a selection.(At least3 charactersmustbeentered.)

ÅMake file/folder authorizationsfor the shareduserand 
clickthe Sharebutton.

üSharingwith PeopleWhoDo NotHavea RegisteredUser 
in the System(Sharingwith Link)

Å SelectSharewith Linkfrom the three-dot menu of the
folder you want to share.

Å You can tap Create Linkand create a link immediately, or
tap SharingOptionsand changeyouradvancedsharing
preferences.

Å With the createdlink, you can shareyour file with 
copy/ paste, QR code, e-mail or other applications
options.
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SharingFilesandFoldersin Drive
оΦ {ƘŀǊƛƴƎCƻƭŘŜǊǎǾƛŀƛh{

ü{ƘŀǊƛƴƎǿƛǘƘ{ȅǎǘŜƳ¦ǎŜǊǎ

ÅhǇŜƴǘƘŜ5ǊƛǾŜŀǇǇƻƴȅƻǳǊƛh{ŘŜǾƛŎŜΦ

Å{ŜƭŜŎǘ {ƘŀǊŜŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳ ƻŦ ǘƘŜŦƻƭŘŜǊȅƻǳ ǿŀƴǘǘƻ
ǎƘŀǊŜΦ

ÅLƴǘƘŜ{ŜƭŜŎǘ ¦ǎŜǊŦƛŜƭŘΣ ŜƴǘŜǊǘƘŜ¦ǎŜǊ bŀƳŜƻǊbŀƳŜ 
{ǳǊƴŀƳŜƻŦǘƘŜǳǎŜǊȅƻǳǿƛƭƭǎƘŀǊŜǿƛǘƘŀƴŘƳŀƪŜŀǎŜƭŜŎǘƛƻƴΦό!ǘƭ
ŜŀǎǘоŎƘŀǊŀŎǘŜǊǎƳǳǎǘōŜŜƴǘŜǊŜŘΦύ

ÅaŀƪŜŦƛƭŜκŦƻƭŘŜǊŀǳǘƘƻǊƛȊŀǘƛƻƴǎŦƻǊǘƘŜǎƘŀǊŜŘǳǎŜǊŀƴŘŎƭƛŎƪ
ǘƘŜ{ƘŀǊŜōǳǘǘƻƴΦ

ü{ƘŀǊƛƴƎǿƛǘƘtŜƻǇƭŜ²Ƙƻ5ƻ bƻǘIŀǾŜŀwŜƎƛǎǘŜǊŜŘ¦ǎŜǊ 
ƛƴǘƘŜ{ȅǎǘŜƳό{ƘŀǊƛƴƎǿƛǘƘ[ƛƴƪύ

Å {ŜƭŜŎǘ{ƘŀǊŜǿƛǘƘ[ƛƴƪŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳ ƻŦ ǘƘŜŦƻƭŘŜǊȅƻǳ 
ǿŀƴǘǘƻǎƘŀǊŜΦ

Å ²ƛǘƘ ǘƘŜ{ƘŀǊŜƻǇǘƛƻƴΣ ȅƻǳ Ŏŀƴ ŎǊŜŀǘŜ ŀ ƭƛƴƪ ƛƳƳŜŘƛŀǘŜƭȅƻǊŎƘŀƴƎŜ
ȅƻǳǊŀŘǾŀƴŎŜŘǎƘŀǊƛƴƎǇǊŜŦŜǊŜƴŎŜǎōȅǘŀǇǇƛƴƎ{ƘŀǊƛƴƎhǇǘƛƻƴǎΦ

Å ²ƛǘƘ ǘƘŜŎǊŜŀǘŜŘƭƛƴƪΣ ȅƻǳ Ŏŀƴ ǎƘŀǊŜȅƻǳǊŦƛƭŜ ǿƛǘƘ /ƻǇȅ[ƛƴƪΣ 
/ǊŜŀǘŜ vw /ƻŘŜƻǊaƻǊŜƻǇǘƛƻƴǎΦ



File/FolderSharing, Restrictingand Modifying
You can revokeaccessto a sharedfile or folder or updatethe accessoptions at anytime.

ü UnsharingFile/FolderSharedwith System Users

1. RemovingFile/FolderSharingviaWeb

Å Tounsharethe file/ folder sharedwith the system user, go to Left Menu > Sharing> Shared
Files/ Folders.

Å Right clickon the relevantfile or selectUnsharefrom the three-dot menu.

2. RemovingFile/FolderSharingviaAndroid

Å Open the Drive appon your Android device.

Å Clickon the iconat the top left and enter Sharing> Files/ FoldersI HaveShared.

Å Select Unsharefrom the three-dot menu on the relevantfile.

3. RemovingFile/FolderSharingvia iOS

Å Openthe Driveappon your iOS device.

Å Fromthe More areaat the bottom right, clickon Sharing> Files/ FoldersI HaveShared.

Å Select Unsharefrom the three-dot menu on the relevantfile.

Note: Theunshareoption mustbe selectedindividuallyfor all users. You can accessthe information
with whichuserthe relevantfile wassharedfrom the SharingInformation field.
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CƛƭŜκCƻƭŘŜǊ{ƘŀǊƛƴƎΣwŜǎǘǊƛŎǘƛƴƎŀƴŘaƻŘƛŦȅƛƴƎ
You can revokeaccessto a sharedfile or folder or updatethe accessoptions at anytime.

ü Editing the Permissionsof the FolderSharedwith System Users

1. Editing FolderPermissionsviaWeb

Å Tounsharethe folder sharedwith the system user, goto Left Menu > Sharing> 
SharedFoldersby Me

Å Right clickon the relevantfile or selectUnsharefrom the three-dot menu.

2. EditingFolderPermissionsviaAndroid

Å Open the Drive appon yourAndroid device.

Å On the sharedfolder from yourMy Wall area, performthe authorizationsettings
from the three-dot menu SharingInformation > User folder three-dot menu > Edit.

3. EditingFolderPermissionsvia iOS

Å Openthe Driveappon your iOSdevice.

Å Clickon Sharing> My SharedFoldersfrom the More areaat the bottom right.

Å Select the SharingInformation option from the three-dot menu on the relevantfile.

Å Swipeleft on the userfolder whoseprivilegesyourwant to edit.

Å Make the authorizationarrangementswith the Editoption.
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ü Unsharinga File/FolderSharedwith People Who Do Not Havea RegisteredUser in the
System, and Editing TheirAuthorities(Sharingwith Link)

1. Link Removaland Editing viaWeb

ÅTounsharethe file/folder sharedwith the link, goto the Leftmenu > Sharing> 
SharedFile/FolderLinksfield.

ÅRight clickon the relevantfile/folder or selectRemoveLinkfrom the three-dot menu.

ÅIn order to edit options suchas the numberof downloadsand validityperiodof the created
link, right-clickor selectEditLink from the three-dot menu.

ÅClickthe View button to viewthe link.

Note: After the Link Editing process, there is no changein the URL adress. You do not needto share
the edited link with the samepeopleagain. All changesareautomaticallyupdatedin peoplewho
havethe link,

рс
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File/FolderSharing, RestrictingandModifying

2. Editing FolderPermissionsviaAndroid

Å Open the Drive appon yourAndroid device.

Å Clickon the iconat the top left and enter Sharing> SharedFolderLinks field.

Å Select RemoveLinkfrom the three-dot menu on the relevantfolder.

Å In order to edit options suchas the numberof downloadsand validityperiodof the createdlink, selectEditLink from the three-dot
menu.

3. EditingFolderPermissionsvia iOS

Å Openthe Driveappon your iOSdevice.

Å Fromthe More areaat the bottom right, clickon Sharing> SharedFolderLinks .

Å SelectRemoveLinkfrom the three-dot menuon the relevantfolder.

Å In order to edit optionssuchasthe numberof downloadsandvalidityperiodof the createdlink, selectEditLinkfrom the three-
dot menu.

рт



File/FolderStorage and Sharingin CommonAreas

With Drive, you can follow a projectwith yourcolleaguesandmanagers. Common Folderslet you work on the 
same office documents simultaneously.

ü Creating a New CommonFolder

1. Creating a CommonFoldervia Web

Å Fromthe Modulesmenuon the left, enter the CommonFoldersfield.

Å Clickon the New CommonFolderfield from the right-clickmenu and saveyour folder after givingit a 
name.

Å Thereare3 colourfolder typesin the CommonFoldersarea;

o GreenFolder: It refersto the foldersthat you havecreatedand sharedwith anotheruser/users. 
All authorizationsaremanagedby you. (System administratorscan alsointervenein thesefoldersand 
edit the personȰsprivileges.)

o YellowFolder: It refersto the foldersthat a userin the organizationhas sharedwith you.

o RedFolder: It refersto the foldersthat containcriticaldata and can onlybe accessedwith a password.

Note: If you seethe right-clickmenu as inactive, you do not havepermissionto create a commonfolder. This
authorizationis definedto you by yoursystem administrator.

Note:CommonFoldersdo not fill yourdefinedquota. Files/ foldersstoredin commonfolderscausethe common
quotadefinedfor the organizationto be filled.

Note: It is not possibleto create multiple publicfolderswith the samename
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File/FolderStorageandSharingin CommonAreas

2. Creatinga CommonFolderviaAndroid

Å Clickon the iconin the upperleft and enter the Common
Foldersfield.

Å Clickon the iconand saveyour folder after givingit a name.

рф

3. Creating a CommonFoldervia iOS
Å Clickon the More field at the bottom right and enter the Common

Foldersfield.
Å Clickon the iconandsaveyour folder after givingit a name.

Note: Thereare3 colourfolder typesin the CommonFoldersarea;

o GreenFolder: It refersto the foldersthat youhavecreatedandsharedwith anotheruser/users.All authoriz
ationsaremanagedby you. 
(Systemadministratorscanalsointervenein thesefoldersandedit the personȰsprivileges.)

o YellowFolder: It refersto the foldersthat a userin the organizationhassharedwith you.

o RedFolder: It refersto the foldersthat containcriticaldataandcanonlybe accessedwith a password.

Note: If youseethe iconasinactive, you donot havepermissionto createa commonfolder.
Thisauthorizationisdefinedto youby yoursystemadministrator.
Note:CommonFoldersdo not fill yourdefinedquota.
Files/ foldersstoredin commonfolderscausethe commonquotadefinedfor the organizationto be filled.
Note: It is not possibleto createmultiple publicfolderswith the samename



ü AddingUsers to CommonFolder

1. AddingUsers to CommonFolderviaWeb, Android & iOS

Å After the folder is created, right-clickon it or selectthe Shareto User Groupfield from
the three-dot menu. (You can onlyperformthis operationin the foldersyou have
created.) Learnhow to create a User Group.

Å Thisway, you can start workingwith other users in the folder.

Note:Thisfield appearsinactivein the yellowfolders. Themanagementif thesefolderscan 
be performedby the folder creatoror the system administrator.
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File/FolderStorageandSharingin CommonAreas

ü RedFolderAttributes
Å Clickon the New CommonEncryptedFolderfield from the right-clickmenu and 

saveyour folder after givingit a name and settinga password.
Å In order to accessthe contentsof the red folder, all users addedto the folder

mustknowthe password.
Å If the passwordof the red folder is forgotten, it is possibleto changeit by the

userwho createdthe folder. Tochangethe red folder password, right-clickon 
the relevantfolder or selectSet Passwordfrom the three-dot menu.

Note: You can sharethe URL addressesof the commonfolderswith users who have
users in the system and havethe authority to seethe relevantfolder, sothat the
usercan accessthe relevantfolder directly.

YellowFolder



ü/ƻƳƳƻƴCƻƭŘŜǊ!ǳǘƘƻǊƛȊŀǘƛƻƴ

мΦ /ƻƳƳƻƴCƻƭŘŜǊ!ǳǘƘƻǊƛȊŀǘƛƻƴǾƛŀ²Ŝō

ÅLǘƛǎ ǇƻǎǎƛōƭŜǘƻƳŀƪŜŦƛƭŜκŦƻƭŘŜǊπōŀǎŜŘǊŜǎǘǊƛŎǘƛƻƴǎŦƻǊ ǘƘŜǳǎŜǊǎ ŀƴŘ ǳǎŜǊƎǊƻǳǇǎȅƻǳ ŀŘŘǘƻȅƻǳǊ
ŎƻƳƳƻƴŦƻƭŘŜǊǎΦ

ÅwƛƎƘǘ ŎƭƛŎƪƻƴ ǘƘŜƎǊŜŜƴŦƻƭŘŜǊƻǊŜƴǘŜǊǘƘŜ{Ŝǘ tŜǊƳƛǎǎƛƻƴǎŦƛŜƭŘŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳΦ

Å{ŜƭŜŎǘ ǘƘŜǳǎŜǊȅƻǳ ǿŀƴǘǘƻŀǳǘƘƻǊƛȊŜŦǊƻƳǘƘŜƭƛǎǘƻŦ ŀƭƭ ǳǎŜǊǎ ǿƘƻŎŀƴ ŀŎŎŜǎǎǘƘŜŦƻƭŘŜǊΦ

Å/ƭƛŎƪƻƴ ǘƘŜǎŜǘǘƛƴƎǎƛŎƻƴǘƻǘƘŜǊƛƎƘǘƻŦ ǘƘŜǳǎŜǊƴŀƳŜΦ

Å!ƭƭ ŀǳǘƘƻǊƛȊŀǘƛƻƴǎŀǊŜŜƳǇǘȅΦ

Å{ŜƭŜŎǘ ǘƘŜŀŎǘƛƻƴǎȅƻǳ ǿŀƴǘǘƘŜǊŜƭŜǾŀƴǘǳǎŜǊǘƻōŜ ŀōƭŜǘƻǇŜǊŦƻǊƳŀƴŘ ŎƭƛŎƪǘƘŜ{ŀǾŜōǳǘǘƻƴΦ

bƻǘŜΥLƴŎƻƳƳƻƴŦƻƭŘŜǊŀǳǘƘƻǊƛȊŀǘƛƻƴǎΣ ŀƭƭ ǳǎŜǊǎȰŀǳǘƘƻǊƛȊŀǘƛƻƴǎŀǊŜŜƳǇǘȅΦ ¢ƘƛǎƳŜŀƴǎǘƘŀǘŜǾŜǊȅƻƴŜ
Ƙŀǎ ŀƭƭ ǘƘŜǇƻǿŜǊǎΦ

bƻǘŜΥCƻǊ ŀ ǳǎŜǊŜƎΦ LŦȅƻǳ ƎƛǾŜǘƘŜCƛƭŜ 5ŜƭŜǘƛƻƴŀǳǘƘƻǊƛȊŀǘƛƻƴΣ ȅƻǳ ǿƛƭƭǊŜƳƻǾŜǘƘŜŦƛƭŜ ŘŜƭŜǘƛƻƴ
ŀǳǘƘƻǊƛȊŀǘƛƻƴŦǊƻƳȅƻǳǊǎŜƭŦŀƴŘ ŦǊƻƳŀƭƭ ǳǎŜǊǎ ǿƘƻŎŀƴ ŀŎŎŜǎǎǘƘŜǊŜƭŜǾŀƴǘŦƻƭŘŜǊΦ ²ŜǊŜŎƻƳƳŜƴŘ
ǘƘŀǘȅƻǳ Ǉŀȅ ŀǘǘŜƴǘƛƻƴǿƘŜƴƳŀƪƛƴƎŀǳǘƘƻǊƛȊŀǘƛƻƴǎΦ

bƻǘŜΥ¸ƻǳ Ŏŀƴ ŀƭǎƻǇŜǊŦƻǊƳŀǳǘƘƻǊƛȊŀǘƛƻƴŜŘƛǘƛƴƎƻƴƭȅƻƴ όƎǊŜŜƴύ ŦƻƭŘŜǊǎǘƘŀǘȅƻǳ ƘŀǾŜŎǊŜŀǘŜŘ
ȅƻǳǊǎŜƭŦΦ
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2. CommonFolderAuthorizationviaAndroid

Å You can makefile/folder-basedrestrictionsfor the users 
and usergroupsyou addto yourcommonfolders

Å On the greenfolder or the Redfoldersyou created, enter
the Set Permissionsfield from the three-dot menu.

Å Select the useryou want to authorizefrom the list of all 
users who can accessthe folder.

Å Clickon the settingsiconto the right of the username.

Å All authorizationsareempty.

Å Select the actionsyou want the relevantuserto be ableto
performand clickthe Savebutton.

сн

File/FolderStorageandSharingin CommonAreas

3. CommonFolderAuthorizationvia iOS

Å You can makefile/folder-basedrestrictionsfor the users 
and usergroupsyou addto yourcommonfolders.

Å On the greenfolder or the Redfoldersyou created, enter
the Set Permissionsfield from the three-dot menu.

Å Select the useryou want to authorizefrom the list of all 
users who can accessthe folder.

Å Select the Set Authorizationsoption by draggingthe user
name from right to left. All authorizationsareempty.

Å Select the actionsyou want the relevantuserto be ableto
performand clickthe Savebutton.



File/FolderStorageandSharingin CommonAreas
ü/ǊŜŀǘƛƴƎ ŀ ¦ǎŜǊ DǊƻǳǇŀƴŘ !ŘŘƛƴƎ¦ǎŜǊǎ

мΦ /ǊŜŀǘƛƴƎŀ ¦ǎŜǊDǊƻǳǇŀƴŘ!ŘŘƛƴƎ¦ǎŜǊǎ Ǿƛŀ²Ŝō

Å CǊƻƳǘƘŜaƻŘǳƭŜǎƳŜƴǳΣ ŜƴǘŜǊǘƘŜ ŦƛŜƭŘΦ

Å wƛƎƘǘ ŎƭƛŎƪƻǊǎŜƭŜŎǘbŜǿ ¦ǎŜǊ DǊƻǳǇƻǇǘƛƻƴŦǊƻƳǘƘŜƛŎƻƴΦ

Å {ǇŜŎƛŦȅŀ ƴŀƳŜ ŦƻǊ ȅƻǳǊƎǊƻǳǇΦό ŜΦƎΦ {ŀƭŜǎ¢ŜŀƳύ

Å ¢ƻŀŘŘǳǎŜǊǎ ǘƻǘƘŜŎǊŜŀǘŜŘƎǊƻǳǇΣ ŦƛƎƘǘπŎƭƛŎƪƻƴ ǘƘŜƎǊƻǳǇ
ƻǊǎŜƭŜŎǘϦ!ŘŘ¦ǎŜǊϦ ŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳΦ

Å {ŜƭŜŎǘ ŀƴŘ ǎŀǾŜǘƘŜǳǎŜǊǎ ȅƻǳ ǿŀƴǘǘƻŀŘŘΦ

нΦ /ǊŜŀǘƛƴƎŀ ¦ǎŜǊDǊƻǳǇŀƴŘ!ŘŘƛƴƎ¦ǎŜǊǎǾƛŀ!ƴŘǊƻƛŘ

Å /ƭƛŎƪƻƴ ǘƘŜ ƛŎƻƴƛƴ ǘƘŜǳǇǇŜǊƭŜŦǘŀƴŘ ŜƴǘŜǊǘƘŜ¦ǎŜǊ 
DǊƻǳǇǎŦƛŜƭŘΦ

Å {ŀǾŜȅƻǳǊƎǊƻǳǇŀŦǘŜǊƎƛǾƛƴƎŀ ƴŀƳŜ ōȅŎƭƛŎƪƛƴƎǘƘŜƛŎƻƴΦ

Å ¢ƻŀŘŘŀ ǳǎŜǊΣ ǎŜƭŜŎǘ!ŘŘ¦ǎŜǊ ŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳ ƻƴ 
ǘƘŜǊŜƭŜǾŀƴǘƎǊƻǳǇΦ

Å 9ƴǘŜǊǘƘŜ¦ǎŜǊȰǎ¦ǎŜǊ bŀƳŜƻǊbŀƳŜ {ǳǊƴŀƳŜƛƴŦƻǊƳŀǘƛƻƴ
ŀƴŘ ƳŀƪŜŀ ǎŜƭŜŎǘƛƻƴό!ǘ ƭŜŀǎǘо ŎƘŀǊŀŎǘŜǊǎƳǳǎǘōŜ ŜƴǘŜǊŜŘΦύ

Å {ŜƭŜŎǘ {ŀǾŜΦ
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3. Creatinga UserGroupandAddingUsersvia iOS

Å Fromthe More field, enter the User Groupsfield.

Å Saveyourgroupafter givinga name by clickingon 
the icon.

Å Toadda user, selectAddUserfrom the three-dot menu on 
the relevantgroup.

Å Enterthe UserȰsUser Name or Name Surnameinformation
andmakea selection. (At least3 charactersmustbe 
entered)

Å SelectSave.



File/FolderSharingOptions
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ü File SharingOptions

Å DownloadLimit: Specifyhow manytimesthe sharedfile can be downloaded.

Å DownloadableTime(Hour): Determinehow longthe sharedfile can be downloaded.

Å Password: Beforedownloadingthe sharedfile, ask the non-systemuserto enter the passwordyou created, if he/sheentersthe passwordincorrectly, he 
will not be ableto accessthe file.

Å Notify Me WhenDownloaded: Whenthe file sharedwith the link is downloadedbyanyuser, requestan e-mail to your registerede-mail address.

Å SMS Verification: Senda verificationcodeto the mobile phoneof the sharedpersonsothat the file sharedwith the link can be downloaded.

Å IP Restriction: In order to downloadthe file sharedwith the link, ensurethat only the IP addressof the sharedpersoncan be downloaded.

ü FolderSharingOptions

Å DownloadLimit: Specifyhow manytimesthe sharedfolder can bedownloaded.

Å Numberof Impressions: Specifyhow manytimesthe sharedfolder can be dowloaded.

Å DownloadableTime(Hour): Determinehow longthe sharedfolder can bedownloaded.

Å Validity Period: In the caseswherethe DownloadTime, whichdetermineshow longthe sharedfile can be downloaded, is insufficient, selecta dateand 
determinethe validityperiod.

Å Password: Beforedownloadingthe sharedfolder, askthe non-systemuserto enter the passwordyoucreated, if he/sheentersthe passwordincorrectly, 
hewill not beableto accessthe folder.

Å Notify Me WhenDownloaded: Whenthe folder sharedwith the link isdownloadedbyanyuser, requestan e-mail to your registerede-mailaddress.

Å SMSVerification: Senda verificationcodeto the mobilephoneof the sharedpersonsothat the folder sharedwith the link can bedownloaded.

Å IPRestriction: In order to downloadthe foldersharedwith the link, ensurethat only the IPaddressof the sharedpersoncan bedownloaded.



File/FolderPermissions
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ü CƛƭŜ tŜǊƳƛǎǎƛƻƴǎ

ÅhǇŜƴƛƴƎCƛƭŜ

Å[ƛǎǘƛƴƎǘƘŜCƛƭŜ bŀƳŜ

Å!ŘŘƛƴƎCƛƭŜ

Å{ŜŜƛƴƎCƛƭŜ IƛǎǘƻǊȅ

Å¦ǇŘŀǘƛƴƎCƛƭŜ

Å/ƻǇȅƛƴƎCƛƭŜ

Å{ŜŜƛƴƎaŜǘŀ 5ŀǘŀ LƴŦƻǊƳŀǘƛƻƴ

Å¦ǇŘŀǘƛƴƎaŜǘŀ 5ŀǘŀ LƴŦƻǊƳŀǘƛƻƴ

Å5ŜƭŜǘƛƴƎCƛƭŜ

ÅaƻǾƛƴƎCƛƭŜ

Å{ŜŜƛƴƎCƛƭŜ ±ŜǊǎƛƻƴǎ

ü FolderPermissions

Å Changingthe FolderName

Å AddingFolder

Å SeeingFolderHistory

Å CopyingFolder

Å SeeingMeta Data Information

Å DeletingFolder

ÅMovingFolder

Å Listingthe Users WhoCan Seethe Folder



DivvyMail / Form 
Job Tracking/ DivvyCalendar/ Passwords

DivvyNote / MedyaShow / WebDav 
DivvySearch/ FolderListener/ DivvyFlash

BulkData Transfer / DivvyAdd-on / DivvyTransfer
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5ƛǾǾȅaŀƛƭ π²Ŝō
With DivvyMail, you can manageall youre-mail accountsfrom within the
drive system.(If you area public institution user, your institution may
makerestrictionson the scopeof e-mail addressesthat can be added.)You 
can readand reply to incominge-mailswith their attachmentsand create new
e-mails.

1. WEB

ü Addingan E-mail Account

Å EnterDivvyMail field from the Modulesmenu on the left.

ÅDefine youre-mail addresswith the AddE-Mail Accountoption.

Å Enterthe server parametersand passwordinformationin this field. 
Exchange informationcomesautomatically.

Å After enteringthe parameters, selectthe VerifyAccountoption
andperformthe accountverificationprocess.

ÅClickthe Savebutton.

Å All e-mailsavailableon yourserver will be displayedon the screen.

ü Addingand Editing a New EmailAccount

ÅClickon the iconin the upperleft corner. Select the AddNew 
Accountoption from the E-Mails Accountsfield.

Å In order to edit the currente-mail address, selectthe Editoption from
the three-dot menu next to the relevante-mail address.
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DivvyMail - Web

су

ü Creating and SendingE-Mail

Å Tocreate a newe-mail, clickon the New E-Mail option in the
upperleft corner.

Å Editand sendyoure-mail from the screenthat opens.

Å Thee-mailsyou sendfrom this areaareforwardedto the
destinationviayoure-mail address.

Note: If morethan onee-mail accountis defined, clickon the name of 
the accountto whichthe e-mail will be sent and then clickon the
New E-Mail button.

ü SendingAttached Filesby E-Mail

Å After creatingyoure-mail, clickthe Paperclipiconnext to Sendbutton and uploadthe fileson 
yourdesktop.

Å For the uploadedfile, the downloadlink of the file is automaticallyplacedin youre-mail.

Å Thus, you can reply to youre-mailsor sendnewe-mailswith unlimited file size.

xx@gmail.com

!!ϪƎƳŀƛƭΦŎƻƳ



DivvyMail - Web

ü FreeingUpE-Mail Quota

Whenthe quotaof youre-mail accountis full, you can archiveyoure-mailswith the archivingmethod and free up spacein yourquotaby
deletingyourarchivede-mails.

ü E-Mail Archiving

- Archive: It allowsarchivingof selectedmailsfor onetime.

- Archive and Delete: Allowsarchivingof one-time selectedmailsand clearingspaceby deletingthem from the server.

- Archive Automatically: It providesregulararchivingof mailswith determinedcriteria.

- ArchiveAutomaticallyand Delete: It providesregulararchivingof e-mailswith the specified criteriaand clearingspaceby deleting
them from the server.
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DivvyMail - Web
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Auto Archive Rules

ü !ǳǘƻƳŀǘƛŎ9πaŀƛƭ !ǊŎƘƛǾƛƴƎ

Å /ƭƤŎƪǘƘŜ!ǳǘƻ !ǊŎƘƛǾŜ wǳƭŜōǳǘǘƻƴΦ

Å {ŜƭŜŎǘ ǘƘŜŦƻƭŘŜǊŎƻƴǘŀƛƴƛƴƎǘƘŜƳŀƛƭǎȅƻǳ ǿŀƴǘǘƻŀǊŎƘƛǾŜΦ

Å .ȅǎǇŜŎƛŦȅƛƴƎŎǊƛǘŜǊƛŀŦƻǊ ǘƘŜǊŜƭŜǾŀƴǘƳŀƛƭǎǘƻōŜ ŀǊŎƘƛǾŜŘόŜƎΦ ¢ƘƻǎŜŎƻƳƛƴƎŦǊƻƳ
ŀϪȄȄȄΦŎƻƳŀŘŘǊŜǎǎύΣ ŎƭƛŎƪǘƘŜ/ƻƴǘƛƴǳŜōǳǘǘƻƴΦ

Å LƴŀŎŎƻǊŘŀƴŎŜǿƛǘƘ ǘƘŜǊŜƭŜǾŀƴǘŎǊƛǘŜǊƛŀΣ ȅƻǳ Ŏŀƴ ǎŜŜƘƻǿ ƳŀƴȅƳŀƛƭǎȅƻǳ ƘŀǾŜƻƴ ȅƻǳǊ
ǎŜǊǾŜǊ ŀƴŘ ǇŜǊŦƻǊƳǘƘŜŀǊŎƘƛǾƛƴƎǇǊƻŎŜǎǎōȅŎƘƻƻǎƛƴƎƻƴŜƻŦ п ŘƛŦŦŜǊŜƴǘƳŜǘƘƻŘǎΦ

Å ¸ƻǳ Ŏŀƴ ŀŎŎŜǎǎȅƻǳǊŀǊŎƘƛǾŜŘŜπƳŀƛƭǎŦǊƻƳǘƘŜ5ǊƛǾŜ !ǊŎƘƛǾŜCƻƭŘŜǊǎŀǊŜŀƛƴ ǘƘŜƭŜŦǘ
ƳŜƴǳΦ

ü 9ŘƛǘƛƴƎ ƻǊwŜƳƻǾƛƴƎ!ǳǘƻ !ǊŎƘƛǾŜ wǳƭŜǎ

Å /ƭƛŎƪǘƘŜ{ŜǘǘƛƴƎǎōǳǘǘƻƴΦ

Å CǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳ ƴŜȄǘǘƻȅƻǳǊŜπƳŀƛƭ ŀŎŎƻǳƴǘΣ ŜƴǘŜǊǘƘŜ!ǳǘƻƳŀǘƛŎ!ǊŎƘƛǾŜ wǳƭŜǎ 
ƻǇǘƛƻƴΦ

Å tŜǊŦƻǊƳŜŘƛǘƛƴƎŀƴŘ ŘŜƭŜǘƛƻƴǿƛǘƘ ǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳ ƴŜȄǘǘƻǘƘŜŎǊŜŀǘŜŘŀǊŎƘƛǾŜǊǳƭŜǎΦ

bƻǘŜΥ9ǾŜƴƛŦȅƻǳ Řƻ ƴƻǘ ƻǇŜƴ5ƛǾǾȅaŀƛƭǿƛǘƘ ŀǳǘƻƳŀǘƛŎŀǊŎƘƛǾƛƴƎǊǳƭŜǎΣ ȅƻǳǊƳŀƛƭǎ
ŎƻƴǘƛƴǳŜǘƻōŜ ŀǊŎƘƛǾŜŘŀƴŘ ŘŜƭŜǘŜŘŦǊƻƳȅƻǳǊǎŜǊǾŜǊΦ



2. Android

ü Addingand Editing an E-mail Account

Å Enterthe DivvyMailmoduleby clickingthe iconat the top 
left.

ÅDefine youre-mail addresswith the icon.

Å Enterthe server parametersand passwordinformationin this
field. Exchange informationcomesautomaticallyin your
institution.

Å After enteringthe parameters, selectthe VerifyAccountoption
and performthe accountverificationprocess.

ÅClickon Save.

Å Select the Editoption from the three-dot menu next to the e-
mail addressyou want to edit.
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ü!ŘŘƛƴƎŀƴŘ9ŘƛǘƛƴƎ ŀƴ 9πƳŀƛƭ !ŎŎƻǳƴǘ

Å 9ƴǘŜǊǘƘŜ5ƛǾǾȅaŀƛƭƳƻŘǳƭŜŦǊƻƳǘƘŜaƻǊŜŦƛŜƭŘΦ

Å 5ŜŦƛƴŜȅƻǳǊŜπƳŀƛƭŀŘŘǊŜǎǎǿƛǘƘǘƘŜƛŎƻƴΦ

Å 9ƴǘŜǊǘƘŜǎŜǊǾŜǊǇŀǊŀƳŜǘŜǊǎŀƴŘǇŀǎǎǿƻǊŘƛƴŦƻǊƳŀǘƛƻƴƛƴǘƘƛǎŦƛŜƭŘΦ 
9ȄŎƘŀƴƎŜƛƴŦƻǊƳŀǘƛƻƴŎƻƳŜǎŀǳǘƻƳŀǘƛŎŀƭƭȅƛƴȅƻǳǊƛƴǎǘƛǘǳǘƛƻƴΦ

Å /ƭƛŎƪƻƴ{ŀǾŜΦ

Å {ŜƭŜŎǘ ǘƘŜ9ŘƛǘƻǇǘƛƻƴŦǊƻƳǘƘŜǘƘǊŜŜπŘƻǘƳŜƴǳ ƴŜȄǘǘƻǘƘŜŜπƳŀƛƭ 
ŀŘŘǊŜǎǎȅƻǳ ǿŀƴǘǘƻŜŘƛǘΦ

ü/ǊŜŀǘƛƴƎŀƴŘ{ŜƴŘƛƴƎ9πaŀƛƭ

Å 9ƴǘŜǊǘƘŜ5ƛǾǾȅaŀƛƭƳƻŘǳƭŜŦǊƻƳǘƘŜaƻǊŜŦƛŜƭŘΦ

Å /ƭƛŎƪƻƴ ǘƘŜŀŎŎƻǳƴǘǘƻǿƘƛŎƘȅƻǳ ǿŀƴǘǘƻǎŜƴŘŀƴ ŜπƳŀƛƭΦ

Å /ǊŜŀǘŜ ȅƻǳǊŜπƳŀƛƭ ǿƛǘƘ ǘƘŜƛŎƻƴΦ
ü Creating and SendingE-Mail

Å Enterthe DivvyMailmoduleby clickingthe iconat the t
op left.

ÅClickon the accountto whichyouwant to sendan e-mail.

ÅCreateyoure-mailwith the icon.

Å You can addthe filesin yourDrive- My Wall areato youre-
mail as a downloadlink with the button.



2. Android

ü FreeingUpE-Mail Quota

ü E-Mail Archiving& AutomaticArchiving

Å Enterthe DivvyMailmoduleby clickingon the iconat the top 
left.

Å Select the e-mail addressto be processed.

Å Select the e-mailsyou want to archiveand selectArchive from the
three-dot menu.

Å Tocreate anAuto Archive Rule, clickon the iconat the top 
right from the DivvyMailmain menu and then clickon the Add
New Rulefield.

Å After determiningthe mail criteria to be archived, saveit.

ü Editing or RemovingAuto Archive Rules

Å Access all Auto Archive Rules createdby clickingthe icon.

Å Performeditingand deletionfrom the three-dot menuof the
relevantarchiverule.
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3. iOS

ü FreeingUpE-Mail Quota

ü E-Mail Archiving& AutomaticArchiving

Å Enterthe DivvyMailmodulefrom the More field.

Å Selectthe e-mailaddressto beprocessed.

Å Enterthe e-mail you want to archiveand performmanualArchiving
with the iconin the submenu.

Å Tocreate an Auto Archive Rule, clickon the three-dot menu of the
relevante-mail addressfrom the DivvyMailmain menu and the Archive 
Rulesfield.

Å After specifyingthe mail criteria to be archivedwith the button, save
it.

ü Editingor RemovingAuto Archive Rules

Å Access all Auto Archive Rules createdwith the Archive Rulesoption
from the ellipsismenu of the emailaddress.

Å Performeditingand deletionfrom the three-dot menu of the relevant
archiverule.



Form
You can collectinformationfrom usersinside or outsidethe system by creatingyourown surveysin Drive.

Å Tocreate a form, clickthe New option from the QuickAccess menu / the New option from the right-clickmenu / the Form field in the left
menu.

Å Savethe form you want to create by enteringa name and specifyingthe folder wherethe form will be saved.

Å Open the relevantform by double-clickingor by selectingthe Open option from the three-dot menu.

то



Form
After editingall yoursurveyand questionsin the form, savethe changeswith the Savebutton.

Å After editing, eachsaveoperationcreatesa newversion.

Å You can accesseachversioncreatedin the "Version-X" field.(1)

Å With each"Share" option, a different, new link is created. (2)

ÅWhenthe answersarestartedto be receivedafter the relevantform is shared, the answersof the relevantversionare includedin the shared
version.

Å e.g.: After the 1st versionis shared, all the answerswill be receivedfor the 1st version. Whenan additionalquestionis addedand the sameform 
is shared, the 2nd versionwill be produced. Therefore, the form link will change. In this case, whenthe new link is sharedand the answersare
startedto be received, the relevantanswerswill be accessibleonlywithin the 2nd version.
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Form
Å You can accessthe link informationof eachversionfrom the iconnext to the versionnumber. (1)

Å Toaccessand deletethe linksof the versions, you can accessthem from the settingsarea underthe Versionheading. (2)

тр

(1) (2)



Form
Å ¸ƻǳ Ŏŀƴ ŀŘŘŀƴ ƛƴŦƛƴƛǘŜƴǳƳōŜǊƻŦ vǳŜǎǘƛƻƴǎΣ ¢ƛǘƭŜǎΣ LƳŀƎŜǎŀƴŘ {ŜŎǘƛƻƴǎƛƴǘƻǘƘŜŦƻǊƳΦ

Å LƴǘƘŜŦƻǊƳΣ ȅƻǳ Ŏŀƴ ŎǊŜŀǘŜ ǉǳŜǎǘƛƻƴǎǘƻŎƻƭƭŜŎǘŀƴǎǿŜǊǎǿƛǘƘ ƳŀƴȅƳŜǘƘƻŘǎǎǳŎƘŀǎ ǎƘƻǊǘŀƴǎǿŜǊΣ ǇŀǊŀƎǊŀǇƘΣ 
ƳǳƭǘƛǇƭŜ ŎƘƻƛŎŜΣ ŘǊƻǇπŘƻǿƴƳŜƴǳΣ ŘŀǘŜΣ ǘƛƳŜ ŀƴŘ ŜǾŜƴǳǇƭƻŀŘƳŜŘƛŀŘŀǘŀ ǘƻǘƘŜǎŜǉǳŜǎǘƛƻƴǎΦ

Å ²ƛǘƘ ŦƻǊƳΣ ȅƻǳ Ŏŀƴ ŀƭǎƻǊŜŎŜƛǾŜŦƛƭŜ Řŀǘŀ ŦǊƻƳƻǳǘǎƛŘŜǳǎŜǊǎ ǿƛǘƘ ǘƘŜCƛƭŜ ¦ǇƭƻŀŘƻǇǘƛƻƴΦ

Å .ȅǎǇŜŎƛŦȅƛƴƎǇŀǊŀƳŜǘŜǊǎǎǳŎƘŀǎ ŎƘŀǊŀŎǘŜǊƭƛƳƛǘŀǘƛƻƴΣ L5 ŎƘŜŎƪΣ ŜπƳŀƛƭ ŀŘŘǊŜǎǎǾŜǊƛŦƛŎŀǘƛƻƴƛƴ ǘƘŜŀƴǎǿŜǊǎƎƛǾŜƴǿƛǘƘ 
ǊŜǎǇƻƴǎŜǾŜǊƛŦƛŎŀǘƛƻƴΣ ȅƻǳ Ŏŀƴ ŜƴǎǳǊŜǘƘŀǘǘƘŜǊŜǎǇƻƴŘŜƴǘŜƴǘŜǊǎŎƻǊǊŜŎǘƛƴŦƻǊƳŀǘƛƻƴΦ

Å ¸ƻǳ Ŏŀƴ ǊŜŘƛǊŜŎǘǘƻǘƘŜǊŜƭŜǾŀƴǘǎŜŎǘƛƻƴκǉǳŜǎǘƛƻƴǎŀŎŎƻǊŘƛƴƎǘƻǘƘŜŀƴǎǿŜǊǎŜƭŜŎǘŜŘƛƴ ǘƘŜ5ǊƻǇπ5ƻǿƴaŜƴǳ
ǉǳŜǎǘƛƻƴǎΦ

Å ¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜǘƘŜǘƘŜƳŜŎƻƭƻǳǊƻŦ ǘƘŜŦƻǊƳ ǿƛǘƘ ǘƘŜƛŎƻƴΦ

Å !ŦǘŜǊǎŀǾƛƴƎΣ ȅƻǳ Ŏŀƴ ŎǊŜŀǘŜ ŀ tǊŜǾƛŜǿƻŦ Ƙƻǿ ȅƻǳǊŦƻǊƳ ƭƻƻƪǎΦ

Å ¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜǘƘŜƻǊŘŜǊƻŦ ȅƻǳǊǉǳŜǎǘƛƻƴǎǿƛǘƘ ǘƘŜŘǊŀƎ ŀƴŘ ŘǊƻǇƳŜǘƘƻŘΦ

76

AddQuestion

AddTittle And Description

!ŘŘLƳŀƎŜ

AddSection



Form

Å With the Settingsbutton, you can get the e-mail addressesof the peoplewho will respondto yoursurvey, and allowa personto
create morethan oneanswer.

Å User verificationis possiblewith the "RequireLogin" option for yoursurveysthat you want onlydrive users to answer.

Å Select Save> Shareto submityour form.

ÅWith the createdlink, you can shareyour form with copy/paste, QR codeor e-mail options.

тт



Form

ü Creating Test (Exam)

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

Å Select theΨaŀƪŜ This¢ŜǎǘΩ option undertheΨΩTestsΩΩheading located in the Settingsbutton.

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

Å Later, After Manual Review:This allows the test creator to conclude the test after collecting all the 
answers and send the results to the email addresses of those who answered the test. (When this 
option is selected, the 'Collect Email' option will mandatorily be chosen for participants.)

Å Questions Left Blank or Answered Incorrectly: Participants can view which questions they 
answered incorrectly.

Å Correct Answers: Participants can see the correct answers after the test results/grades are 
published.

Å Score Values: Participants can view their total score and the points they received for each 
question.

Å Default Question PointValue: This is the default point value for each new question. (Scoring can 
be readjusted for each question individually.)
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CƻǊƳ

ü Creating Test(Exam)

ü Short Answer Questions

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

Å To create the answer key, click on the 'Answer Key' section located below the 
question.

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

Å Additionally, while providing feedback for correct and incorrect answers, you can 
direct the user to another link to further inform them about answer.
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Form

ü Creating Test(Exam)

ü Multiple Choiceand Drop-down Menu Questions

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

Å In multiple-choice and dropdown menu questions, several options can be set as 
the correct answer. However, for the respondent to score points from the 
question, they must select one of the correct answers specified in the answer 
key.

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

Å 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. 

ул
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Form

ü Creating Test(Exam)

ü Multiple Choice Table Questions

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

Å In multiple-choice table questions, more than one option can be determined as the correct answer for each row.However, to score points from the 
question, the respondent must choose oneof the correct answers specifiedin the answer key for each row.

Not: In multiple-choice table questions, only one option can be selected as an answer for each row. Two options canΩt be selected at the same time.

ум
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Form
ü/ǊŜŀǘƛƴƎ ¢Ŝǎǘό9ȄŀƳύ

ü /ƘŜŎƪōƻȄ vǳŜǎǘƛƻƴǎ

¸ƻǳ Ŏŀƴ ǇǊŜǇŀǊŜ ŀƴǎǿŜǊ ƪŜȅǎ ŦƻǊ ŀƭƭ ǉǳŜǎǘƛƻƴ ǘȅǇŜǎ όǎƘƻǊǘ ŀƴǎǿŜǊΣ ƳǳƭǘƛǇƭŜ ŎƘƻƛŎŜΣ ŎƘŜŎƪōƻȄΣ ŜǘŎΦύΦ

ÅLƴ ŎƘŜŎƪōƻȄǉǳŜǎǘƛƻƴǎΣ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ƻǇǘƛƻƴ Ŏŀƴ ōŜ ŘŜǘŜǊƳƛƴŜŘ ŀǎ ǘƘŜ ŎƻǊǊŜŎǘ ŀƴǎǿŜǊ ŦƻǊ ŜŀŎƘ ǊƻǿΦIƻǿŜǾŜǊΣ ǘƻ ǎŎƻǊŜ Ǉƻƛƴǘǎ ŦǊƻƳ ǘƘŜ ǉǳŜǎǘƛƻƴΣ ǘƘŜ 
ǊŜǎǇƻƴŘŜƴǘ Ƴǳǎǘ ŎƘƻƻǎŜ ŀƭƭƻŦ ǘƘŜ ŎƻǊǊŜŎǘ ŀƴǎǿŜǊǎ ǎǇŜŎƛŦƛŜŘƛƴ ǘƘŜ ŀƴǎǿŜǊ ƪŜȅ Φ

bƻǘŜ Υ Lƴ ŎƘŜŎƪōƻȄ ǉǳŜǎǘƛƻƴǎΣ ƳǳƭǘƛǇƭŜ ƻǇǘƛƻƴǎ Ŏŀƴ ōŜ ǎŜƭŜŎǘŜŘ ŀǎ ŀƴ ŀƴǎǿŜǊΦ 

ÅCƻǊ ŜȄŀƳǇƭŜΣ ŀǎ ƛƴ ǘƘŜ ǉǳŜǎǘƛƻƴ ōŜƭƻǿΣ ŀ ǉǳŜǎǘƛƻƴ Ŏŀƴ ƘŀǾŜ ƳǳƭǘƛǇƭŜ ŎƻǊǊŜŎǘ ŀƴǎǿŜǊǎΦ IƻǿŜǾŜǊΣ ǘƻ ǎŎƻǊŜ Ǉƻƛƴǘǎ ŦǊƻƳ ǘƘƛǎ ǉǳŜǎǘƛƻƴΣ ǊŜǎǇƻƴŘŀƴǘƳǳǎǘ ƘŀǾŜ 
ǎŜƭŜŎǘŜŘ ŀƭƭ ǘƘŜ ƻǇǘƛƻƴǎΥ DǳƛŘŜΣ ¢ƛǘƭŜΣ ŀƴŘ 5ƻŎǳƳŜƴǘΦ 

bƻǘŜ Υ9ǾŜƴ ƛŦ н ƻǳǘ ƻŦ о ŎƻǊǊŜŎǘ ŀƴǎǿŜǊǎ ŀǊŜ ŎƘƻǎŜƴΣ ƴƻ Ǉƻƛƴǘǎ Ŏŀƴ ōŜ ǊŜŎŜƛǾŜŘ ŦǊƻƳ ǘƘŜ ǉǳŜǎǘƛƻƴΦ ¢ƻ ƎŜǘǇƻƛƴǘǎΣ ŀƭƭо ŎƻǊǊŜŎǘ ŀƴǎǿŜǊǎ Ƴǳǎǘ ōŜ ǎŜƭŜŎǘŜŘΦ
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CƻǊƳ
ü¢Ŝǎǘ ό{ƤƴŀǾύ hƭǳǒǘǳǊƳŀ

ü Checkbox Table Questions

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

Å In checkboxquestions, more than one option can be determined as the correct answer for each row. However, to score points from the question, the 
respondent must choose all of the correct answers specifiedin the answer key .

Note : In checkbox questions, multiple options can be selected as an answer. 

Å For example, as in the question below, a question can have multiple correct answers. However, to score points from this question, respondantmust have 
selected all the options: Guide, Title, and Document. 

Note :Even if 2 out of 3 correct answers are chosen, no points can be received from the question. To get points, all 3 correct answers must be selected.

83

Answer Key DƛǾŜƴ !ƴǎǿŜǊ



Form
Å Toseethe responsesof the users to the forms, openthe relevantForm.

Å You can viewall incomingresponsesfrom the "Responses" field in the form viasmart
dashboards.

Å You can report the responsesreceivedfor the form as an exceldocumentwith the icon.

Å Under the Responsesheading, you can stop the peoplesharedfor your form from
respondingor deleteall responses.

Å Under the Answersheading:
Å Summaryareashowsall the answerson a singlepage.

Å Questionfield showsthe answersbasedon the question.

Å Independentfield showsthe responseson a person-basedbasisalongwith the previewof the form.

ÅTounsharethe form sharedwith the link, goto the Leftmenu > Sharing> My File Shares
with Link field.

ÅRight clickon the relevantform or selectRemoveLinkfrom the three-dot menu.

Å In order to edit options suchas the numberof downloadsand validityperiodof the
createdlink, right-clickor selectEditLinkfrom the three-dot menu.

ÅClickthe View button to viewthe link.
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Wƻō ¢ǊŀŎƪƛƴƎ
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Job Tracking moduleis a modulethat helpsto keeptrackof all plannedjobsand tasks.

Å In this module, there areBoards(whichis the generealtask areato follow), Lists(the titles in whichcards/ tasksarecategorized) and Cards(tasks/ jobsto be followed).

Å It is a modulewhereyou can follow up businessin partnershipwith the personnelin the institution/organization.

Note: You can alsorun yourbusinesstrackingfrom yourmobile phoneor tablet without beingconnectedto yourcomputer. All transactionsmadeon the web arealsosupportedon mobile 
devices.

ü Creating a New Board

Å Enterthe Job Trackingmodulein the lfet menu.

Å Thefirst screenthat opensshowsthe upcomingdatesamongall yourcards(job/task) for whichthe datehas beendetermined.

Å In order to tracka newtask, first performthe AddClipboardoperation.

Å Specifya general name and color for the jobsyou will follow with the AddBoard button.

Å Thecreatedboardsarelocatedunderthe "My Boards" title.

Note: Boardsthat you create areunderthe My Boardsheading, boardsthat other users createdand sharedwith you areunderthe SharedBoardsheading, and allboardsthat you have
groupedyourself(my boards/sharedboards) areunderthe All Board Groupsheading.
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JobTracking
ü Board Details

ü Sharing

Å Toaddother users to follow the determinedjobs, enter the Details
field from the three-dot menu on the relevantpanel..

Å In the User or usergroupfield, enter the User Nameor Name 
Surnameinformationof the useryou will sharewith and makea 
selection. (At least3 charactersmustbe entered). Clickfor more
informationabout the usergroup.

Å Authorizationscan be definedin accordancewith the following
options for the users to be shared.

Å Can Edit: User with this authoritycan assigntagsto cardscreate and 
deletecards.

Å Can Share: User with this authoritycan sharethis board with other
users.

Å Can Manage: Theuserwith thisauthoritycan stop the sharingof the
peoplewith clipboardsharing.

Å An SMS and E-Mail notificationcan be sent to the users to be 
sharedthat the board has beenshared.

Å With          the button, you can follow up whether the sms and e-
mailsaresent to the users, andwhether they seethe board with 
the readreceipt.

Å If you arethe Board Owneror a userwith the authority to manage, 
you can edit the privilegesof the users with the EllipticalMenu > 
Edit/ Deleteoption on the relevantuser.
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Wƻō¢ǊŀŎƪƛƴƎ
ü Creating DynamicTags

Å For eachBoard, the labelsto be usedin that board can be defined/ edited.

Å Thisareacan be edited by the board owneror users with the authority to manage.

Å You can edit/colourthe labelsto be assignedto the cardsin this area.

Å You can create unlimited tagswith the Add New Tagoption.

Å Toedit the labelname or colour, selectthe Edit option from the three-dot menu on 
the relevantlabel.

ü DeletedItems

Å Listsand cardsin the boardsareincludedin DeletedItems.

Å Recoverdeletedlistsand cardswith the icon.

ü Timeline

Å Changesmadeby all users who havethe authority to edit in the dashboard

arerecordedin the Timelinefield with date information.
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JobTracking
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JobTracking
ü Creating Lists

Å You can create liststo grouptasksin the dashboard.

Å Tocreate a list, clickAddListat the top right.

Å After you choosea name for your list, saveit.

Note: CheckOnlyAssignedPersonsCan Seethe cardsin the list sothat only the assignedpersonscan seethem.

e.g./ Letus say the board is sharedwith 5 people. If the OnlyAssignedPersonsCan Seeoption is selectedwhile creating

the list, other users, expectthe userassignedto the Meeting Acardandthe board administrator, cannotviewthat card.

Å You can edit the list name, deletethe list, or archiveall the cardsunderthe list from the three-dot menu next to the

relevantlist.

Å You can moveyour listswithin the board with the drag-dropmethod.

ü AddingCards

Å You can addan unlimitednumberof cardsto the bottom of the lists, and you can saveyourworksto be followedwith 
adddates, tags, peopleetc.

Å Clickon the iconnext to the ListName to adda card.

Å Write and saveyour job descriptionto be followed.

Å Toedit or deletethe relevantcard, selectEdit/ Deletefrom the three-dot menu.

Å You can moveyourcardswithin the board bydrag and drop method.
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