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Overview

DriveHQ offers a complete suite of cloud IT products and services for your
business or personal needs.

Online storage

Store files on www.drivehg.com and access them from anywhere at any
time. Files can be accessed via the website, our File Manager desktop client,
FTP, or drive mapping. With our group account service, over 10,000
employees can be supported.

Online sharing and collaboration
Quickly share files to anybody who has an email address.

Online backup

Back up important documents to our secure data center with our Online
Backup desktop software. Real-time and scheduled backups are supported,
as well as folder encryption and file versioning.

FTP server hosting
FTP is seamlessly integrated with online storage so you can use any third
party FTP client to access and upload data.

Email server hosting
Private domain email hosting based on SMTP/POP3/IMAP/Webmail is offered.
All third party email clients are supported.

Email backup service

Email Manager is the first application that lets you back up individual
Outlook emails and contacts. It's more efficient than backing up large PST
files.
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Signing up

Sign up for free at www.drivehg.com

Follow the instructions on the website. After signing up, the account
needs to be activated. An automatic activation email with an activation
link is sent to the registered email address.

Note: the same DriveHQ log-on information is used for all DriveHQ services
and products.

If you don’t receive the activation email within 20 minutes:

e Check if the email has been filtered into your junk or spam folder.

e Check if your email server has filtered DriveHQ email. Notify your
system administrator or your ISP not to block DriveHQ emails.

e Try to log-on with the un-activated username and password.
Resend the activation email to yourself.

e Email your username to support@drivehg.com and we will manually
activate your account. If a new account is not activated within 2
days, it will be deleted, and you will have to sign up again.
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Product Overview

DriveHQ offers several products that let you store, manage, edit, share, and
publish your data. In addition, we offer powerful email tools and domain
customization services.

Product Lineup

Website: for light usage the website offers plenty of features and the
convenience of accessing your data from anywhere.

File Manager: File Manager has all the features of the web browser and
more. Use advanced features like folder synchronization, folder encryption,
and file caching. Plus transfers are lightning fast with our automatic file
compression feature.

Online Backup: backup software that lets you schedule file, email, and
database backups. Real-time backup tasks can also be created.

Email Manager: Email Manager lets you back up individual Outlook emails
and contacts! This is far more efficient than backing up large email
database files which are typically very large. (Email Manager is sold
separately)

Other supported applications:

Third party FTP: access your online storage using Windows Explorer or any
third party FTP client.

Map drive: map your online storage account to your local computer as a
drive.
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Navigating the Website

Overview

When you log in at www.drivehg.com, you can manage your files, upload
new ones, share them, and more.

The website features:

« Online storage
Download and upload files
Batch upload files
Zip download files
Drag-and-drop feature
file versioning
ability to direct edit .doc files by launching local Office application
(Internet Explorer only)
« File Sharing
e File publishing
o Publish a file or folder and create static URLs that link directly to
them
« Static Website Hosting
o Upload static website files to your online storage account. Your
website can be accessed at: http://USERNAME.drivehg.com/
« Webmail
Every DriveHQ account comes with an email account in this format:
username@drivehqg.com
o Host a private domain email address on DriveHQ. Emails can be
accessed through webmail, or other third party applications.
o Manage online address books and even share them.
« Group Account Service
o Upgrade to group account service for free
o Create and edit sub-users:
=  Group Administrator
=  Sub-group administrator
= Group member
= Guest
o Allocate storage to sub-users
o Create and share a folder to different users or groups with
different levels of access rights.

O O O O O O
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Your My Storage Folder

When you log on to www.drivehg.com, you will be taken to My Storage

Log out | All Services | Features & Plans | Enterprize Service | Partnerzship | Help

Drive Headaquarters™
Redefine the online storage

Publish

Whelcome testlz!

| a & = @ e | o O h & X b0 4
Up Upload Download Zip Downlozd  Share  Publish | Mew Folder Mew File Copy Cut Delete Paste Fate  Subscribe
_
= E || Folder Path: ]
=T = =
S DriveHQ Root @ Selact @ Folders }Q Search Q Slideshow View = Option - @ Play Music

ERS] 1y Storane

[ﬁ My Documents
[C51 My Music = M = e
|51 My Pictures L—J L—J L—J L—J

|1 PublicFolder e
H5) wwwhome

E‘JHA'? DriveHQ Share [ My Documents [ My Music 7 My Pictures ™ PublicFolder
-2 webmaster
R My Profile
|| -
[l 4] | LI_I
|D0ne ’_l_l_l_l_l_lﬁ|g Internet | Protected Mode: OFf |é._;. - | H100% - i

There are a set of default virtual folders in your account:

DriveHQ@Q Root: This contains everything in your DriveHQ account. Within it
are two virtual folders: My Storage and DriveHQ Share.

My Storage: This is where all your own files are contained. You can upload,
download, and manage your files here.

DriveHQ Share: This folder contains files that have been shared to you by
other users. Your access right to each folder will depend on the permission
set by the sharer. A folder can be shared to you with the following access
rights:

- Thumbnail/list view only

- Read/download only

- Upload / Add

- Full access


http://www.drivehq.com/
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Toolbar buttons:

Up:
Upload:
Download:
Zip Down:

Share:
Publish:

New Folder:
New File:
Copy:

Cut:

Delete:
Paste:
Rate:

Subscribe:

Go up the folder hierarchy

Upload files to current folder

Download a file (download files one at a time only)
Download a zip file of multiple files and folders

(available only to premium members)

Share files to other users or groups

Publish files which will create static links for them (available
only to premium members)

Create a new folder within the current folder

Create a new file within the current folder

Copy selected files to the clipboard

Cut files to the clipboard

Delete files

Paste last copied or cut file to current folder

Comment or rate a file that’s been published or a file that’s
been shared to you.

Order storage plans or user licenses
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Uploading Files

From My Storage, navigate to the destination folder or create a new folder
where you want to upload. Click “Upload” from the Toolbar.

Upload Files X

u' Maximum 20 files or 2 GB at once.

<o | Upload Files QOrder More Storage
- o i
Upload to:
LW
Batch Upload (using Flash) Basic Upload Drag & Drop Upload (using software)
|© add | @ loaded(0 files - 0 Bytes) / total(0 files - 0 Bytes) 0%

There are four ways to upload:

e Batch Upload (using Adobe Flash): Upload up to 20 files or 2 GB at once.

e Basic Upload: Select local files one by one and upload up to 6 files at
once.

e Drag & Drop Upload: Drag & drop upload is currently supported in Firefox,
Chrome, and Safari.

e Drag & Drop Upload (using software): Download File Manager to drag &
drop files without size or quantity restrictions. (drag and drop feature
available to premium users only)

Web-based file upload is designed for uploading a few small files. If you
need to upload large files, please use File manager or an FTP client.
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Downloading Files

In My Storage, you can select a file and click the “Download” button to have
it downloaded to the current folder of the local pane. On the website, you
can download only one file at a time. Folders must be zip downloaded.

Zip Downloading

Use the “Zip Download” button to download multiple files and/or folders. Zip
Download is a convenient way to download multiple files and folders.
However, “Zip Download” requires heavy server resources. Therefore, we
recommend using zip download only for small files.

Changing View
To change how files are displayed, click “View”.

Log out | All Services | Features & Plans | Enterprise Service | Partnership | Help

™

Drive Headquarters

Redefine the online storage

My Storage Pul:lish My A:count

\Welcome test drivehg! Go back to older version

g | &6 & & &

(] B B & X - H

Up Upload Download Zip Download Share Publish New Folder  New File Copy Cut Delete Paste Rate  Upgrade
j DriveHQ Root Folder Path: \My Pictures\ ’:
CR S| My Storage UF) Select Q search & Download All 53] View 482 Optipn 3J slide Show (») Play Music
L3 My Documents oy v
s EJ Detail View My Pictures
ket E& Thumbnail view
- '@ PublicFolder
L@ wwwhome
{’ DriveHQ Share 1
'2 My Profile P 3
[Jsampl...1.jpg [Osampl...2.jpg [Jsampl...3.jpa
My Pictures
4 Files and Folders, Folder Size: 2.95 MB, Free Space: 1020 MB ‘v?
(8] B (2

| Jjavascript:; | 1% £ 2 ia @ [Fo]|5]200m:100% ~
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Log out | All Services | Features & Plans | Enterprise Service | Partnership | Help

1 Headarar

DI’IVE eaaqua
reaaqgua

Redefine the online storage

My Storage Publish My Account

Welcome test drivehg! Go back to older version

g | & & = @ @ g 0 O «& x )

Up Upload Download Zip Download  Share  Publish New Folder  New File Copy Cut Delete Paste Rate  Upgrade
j DriveHQ Roc Folder Path: \My Pictures\ t’;‘
8 mysora  [Fselect  Qsearch  HpownloadAl  EEView & Option  [Jslideshow () Play Music @ o Gotor[1/1 |
D my Do . 3
& My Mu My Pictures 8
¥ ‘Ej 0O Name a Action Create Time Medify Time Size
3 publicq [ B samplephotot.ing B 7/2/2010 2:28:43 PM  7/2/2010 2:28:43PM 953 KB
-3 wwy
W O i Samplerhotoz.ipg A 7/2/2010 2:28:43 PM 7/2/2010 2:28:43 PM 682 KB
riveHQ
& wy profin [J 8 Samplephoto3.ipg 8 7/2/2010 2:28:43PM  7/2/2010 2:28:43PM  485KB
[0 [ samelerhotod ipg - 7/2/2010 2:28:43PM  7/2/2010 2:28:43PM 898 KB ®
oln] (][] | @
[ Jzoom | |& ¥ 2 2 @ [F0o|5z00m:100% ~

With detail view, more information is displayed, including: file name, size,
create time, and modify time. You can sort files by clicking on a column
header.
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Previewing Files

Preview image, text, music, and video files. Depending on the browser and
plug-ins, other file types might also be supported.

Photos
Preview pictures, rotate them, and add special effects.

= - Log out | All Services | Features & Plans | Enterprise Service | Partnership | Help
Drive Headqguarters™

Redefine the online storage

Welcome test drivehq! Go back to older version

2 & B Q@ @ - ] LRGN B

& =
Up Upload Download  Zip Download Share  Publish New Folder  New File Copy Cut Delete Fasie Rat=  Upgrade
Folder Path: \My Pictures\SamplePhoto2.jpg ""__]
(t@ Rotate B3 Effect] [ property  CJ slide Show @ History
Sample Photo 2
b =
Sample Photo 2

Show Criginal Cownlcad (682 KB) @

[« | (2]
& Internet ®100% > o
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Rotate X

Please select a rotation and click on the "Rotate” button.

O Rotate 90 Right O Rotate 180 O Rotate 90 Left

Rotate Cancel

Rotate an image

Text files

5 z . Log out | All Services | Features & Plans | Enterprise Service | Partnership | Help
Drive Headqguarter:

Redefine the online storage

&
Publish

Welcome test drivehq! Go back to older version

5 B @ : L] LNSNGER I
Up Upload Download Zip Download Share Publish New Folder New File Copy Cut Delete Faste Rate  Upgrade
Folder Path: \My Documents\SampleText.txt

[ Property  CJ slide Show

2]

@ History
Sample Text

This is a sample document.

You can store any type of documents online.
For text and HTML files, you can edit and
preview online.

v
I

Sample Text

Cownlcad (138 B)

Launch MS Word to Edit Remote File Directly | [—“}
v

E3 | @2
@ Internet #100% -
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You can edit text by clicking “Property”.

Edit File X

Path: \My Documents\SampleText.txt

File Name: SampleText txt

(Max 256 chars)  te: Don't use incarrect extension! Cannot contain characters like: {/\.." '

o

< > } etc.

More Info p

Text/HTML File Content:

|This is a sample document.

onu can store any type of documents online.
\For text and HTML files, you can edit and
|preview online.

\

Save View File

Storage Usage: You have used 3.45 MB of total 1.00 GB storage space.
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Previewing Music Files
You can preview music files if your web browser has a music player plug-in.

= Log out | All Services | Features & Plans | Enterprise Service | Partnership | Help

Drlve [J.f3é} f;’f;:[;: rters

Redefine the online storage

Publish

Welcome test drivehq! Go back to older version

e et @ @ ® Bi D& ¥ WL |2 ¥
Up Upload Download Zip Download Share Publish New Folder  New File Copy Cut Delete Paste Rate  Upgrade
Folder Path: \My Music\SampleMusic.mid
¥) Rotate 38 Effect [ Property  [J SlideShow @ History
Sample Music
- W | -
(DOHOOO Q1w (Du=l)
b Song DF 00:23 / 00:4
>
Full Screen
Sample Music
Downlead (1 KB)
[ (»l i ‘ l > [
Done @ Internet #100% -

Editing Microsoft Office Documents

If you have Microsoft Office installed on your computer, you can directly edit
remote MS office files. Double-click an Office file to be taken to the File
Preview page. Then, click “"Launch MS Word to Edit Remote File Directly”
(works in Internet Explorer only).



Drive Headquarters 23

Internet is your local drive!

Log out | All Services | Features & Plans | Enterprise Service | Partnership | Help

™
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Redefine the online storage

Pul;lish

Welcome test drivehq! Go back to older version

& - e = 8§ @ ] B [ "
Up Upload  Download Zip Download Share  Publish New Folder New File Copy Cut Delete Fasie “zt=  Upgrade
Folder Path: \My Documents\TestMSWord docx

By R [@ Property J slide Show @ History

»
TestMSWord.docx
Dewnlcad (S KB)
Launch MS Word to Edit Remote File Directly |
\,,‘,J 11} ‘Z_‘
Done € Internet #100% ~

Office will open and you can edit the file.

I._f’ﬁn =< - 3 = TesthiSWord.doc: - Microsoft Word -8B X

~ Hame Insert Page Layout References kailings Fleti ey Wy @
& Times New Romz = 12 li“_/ EE ;E ’ai_—_*||§:_§ i=| A/ % 3

_—=]j|BIQ*absx, <||% |E=== -

S [ A aA]@)A @'

Clipboard = Fomnt F]

Quick Change | Editing
Styles = Styles - &

Styles IF]

7

[Chis is a test WS Word document.

If Microsoft Office iz mstalled on your computer, then DrnveHOQ) com supports direct editing of
otline WS Office decuments (such as ME Word, Excel, PPT, etc).

From the “Show File™ page, click on the button “Launch ME Office to Edit Eemote File
Directly”. Ttwill automatically launch WZ office to open the file. After vou have finished editing
the file, vou can chck on Jave or Save As to save the updated document.

Page:1aofl | ‘Words: 74 gﬁ English [United States) “E IR EI= - [1) +

When you finish, click “Save”
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.= My Documents - [‘i]] ISearch @J

Organize * =5 Wiews ¥ | Mew Falder (7]

Mame = I"I Drate modified I"I Type

Fawvoribe Links =
] TeskMsWord, docx 51542010 11:45,.. Microsoft Office

, Templates

Mare  »»

Falders

B Mebwork (WORKGROUR)
& httpef fenene, drivehg. com

Directly Save kS Office Documents to
DriveHQ Online Storage via WebDAY
Folder.

, webday
. sesIDvrvbghSSbFasndd Switibod 5
, My Documents

i
S = estisiword, doc: j
[

Save as bype: I'-.-'-.-'Drd Document (¥, doc)

Authors: wWindows User Tags: Add atag

[~ save Thumbnail

I+ Hide F':"dEfSl Tools - Save I Cancel |

£

Our back-end system uses WebDav to save your file back to our servers.
The technology has some inherent weaknesses and is not the most reliable
way of opening a word document. We recommend using File Manager
instead. With File Manager, you can double click on a file to open it, then
edit and save it. When saved, the file is stored in a local cache folder before
automatically synchronizing to your online storage account.

Playing a Photo Slideshow
iriselect  Q search & Download All 3 View {82 Option (») Play Music Go to: [1/1 1

If you have a folder that contains image files, you can play a slideshow by
clicking “Slideshow”.
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="

ws Internet Explorer

£
T
=

[@ @ @ @ Delay: |3 seconds  + | Transitions [ RANDOM ~| Loop: v = Full Screen 1‘

Sample Photo 2

190.rdp

ErrLog.bat

A

h

Lostart| | B @ (v ‘a | [~ Bukin bizdev@d!ivshmul 2t 3 Reminders 188 windows Task Manager | C: i rvi | & 5 Internet Explorer ~ | Untitled - Paint | EN] W &y 10:51PM
Slideshow

Searching
To find a specific file or folder, click the “Search” button.

Felder Path: \My Pictures),

7 select & pownload All B3 view 2 Option 3 slide Show (®Play Music @ © Gote:|1/1 [
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Search File X
Q{) Search files in \My Pictures)
File name contains: ’sample|
File size: minimum: ’. ME maximum: | 1‘ MB
Last modify time: bR B
after:
(mm/dd/yyvyy) (mm/dd/yyyy)
Search Cancel
Folder Options
To configure folder options, click Option - Folder Option.
Folder Path: \ -
[F select Q search &, Download Al B3 View 52 Option CJ slide Show (») Play Music
{5} Folder Option
\ Action Create Time

D Name
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Folder Options

My Storage

Show Folder Tree

‘“ Yes Mo
Thumbnail View & Detail View

@ Thumbnail View Row Mumber: 3 Column Mumber: 5

) Detail view Row Mumber: 15

[Tl Enable SSL for the whole website

Enable "Recycle Bin" for file deletion

Show hidden folders and old version folders

Enable file versioning. Max file versions to keep 10

| Enable Automatic File Deletion
Automatically delete files older than |0 |month{s) 3 day(s) |0 hour(s)

(4 file's age 1= based on the create time or last modified time, whichever is more recent)
[¥] archive event logs to my storage
Display webmaster's share in folder tree

[ | This account will only be used by a security camera

" Defouit " EmailOption

You can modify the following options:

e Show Folder Tree: show folder tree structure on left hand side

e Thumbnail View & Detail View: Set max number of rows and columns

e Enable SSL for entire website: by default, SSL is enabled only for account
and transaction pages. For other pages, including data transfers, HTTP is
used. HTTP is usually secure enough for transferring files that are not
confidential. Most internet traffic is actually HTTP. Users who need the
highest level of security can enable this option (requires premium
account).

e Enable "Recycle Bin” for file deletion: by default, when you delete a file, it
is deleted forever. You can set this option to move deleted files to your
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Recycle Bin folder which is located in My Storage. The Recycle Bin folder
is automatically emptied every two weeks. If you accidentally delete a file,
you can still recover it by locating it in the Recycle Bin.

e Show hidden folders and old version folders: some folders and files are
hidden, such as old version files. Enable this option to display all hidden
folders and files.

e Enable file versioning: With this option enabled, if you upload a file that
already exists in the same folder, the current version will be kept in a
hidden folder. You can set the number of file versions to keep. Old
versions can be accessed by clicking the “View History” button on the
toolbar or by opening the hidden folder (must enable “show hidden
folders...” option). This feature requires a premium account.

e Enable Automatic File Deletion: Enabling this feature will delete files of a
certain age automatically. A file’s age is based on the create or modified
time, whichever is more recent. A file’s create time is the time it was
uploaded to DriveHQ. A file’s modified time is the time it was last
changed. For example, you can set this option for three days. If you last
modified a word document on February 10 at 9:30AM, then in three days
time, or February 13 at 9:30 AM, the file will be deleted automatically,
and also permanently. Even if you have the Recycle Bin feature enabled,
the file will still be deleted permanently.

Important: this feature applies to all files in your account including folders
you have shared to others.

e Archive event logs to my storage: Event logs from your Event History Log
can be archived if they are over one month old.

e Display webmaster’s share in folder tree: The webmaster’s share is an
example shared folder from the DriveHQ webmaster. You can choose not
to display it by unchecking this box.

e This account will only be used by a security camera: select this option
only if you use the service for storing images sent from an automatic IP
camera. Images will be cached in bunch and converted to a zip file
format. You can use the camera player to view the security images in
chronological order.

Sharing Files

You can share files and folders to other DriveHQ users, as well as non-
DriveHQ users. The highest permission level a non-DriveHQ user can have
is read only.
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The process is simple- select a folder, click the share button, type in or
select a recipipent, set permissions, and click OK.

Technically speaking, only a folder can be shared. If you share a single file,
a folder will be created to contain the file. The folder will be located in My
Storage\My Share. When you share a folder, it becomes what we call a
share. Each share must have a unique name. If you decide you no longer
want to share a folder, you can delete the share or remove a particular
person from the share-to list. Shares can be viewed under Tools 2 Manage
My Share.

Sharing Files Step-by-Step

Following are instructions on how to share folders. From My Storage, select
a folder and click on the “Share” button.

Log out | All Services | Features & Plans | Enterprise Service | Partnership | Help

s ~ > 9 v -~ g ~--'TM
Drive Headquarters

Redefine the online storage

Publish

Welcome test drivehq! Go back to older version

3 iz s W
& &5 = = @ L3 ‘ B o K ’ B
Up Upload Download Zip Download \Share) Publish New Folder New File Copy Cut  Delete Paste Rate Upgra
) DriveHQ Root Folder Path: \ \':‘}
| My Storage! [Fselect  Q search & pownloadall  EEView % Option  C[Jsldeshow  (3)Play Mu}
2 My Documents ‘ E
3 my music [
’v\;a PublicFolder /l /1
-3 wawhome < { .
{ DriveHQ Share
t V], 1 .
‘& My profile My Do...ments My Music
[ae]
‘,,‘-I, 1l | ‘) ‘
€ Internet #100% -

The Set Permission page will come up:
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Set Permission x
Share to:
Emails or DriveHQ Enter DriveHQ usernames
usernames, or email addresses, or

separated by ";"
Select from Your Contacts
Manage Your Ccntacts

Folder to Share: \My Pictures)\

Share Name: My Pictures

must be unique; use only alphabet, *-* , ‘*_’ and space
Description: Iy Pictures
Permission Level: | Comment and rate ;Vi

Back Share

Enter email addresses or DriveHQ usernames (separated by “;”) in the
“Share to” field. You can change the Share Name, Description, and
Permission Level.

Permission Types

There are a total of 6 permission levels. Permissions are incremental,
meaning each successive permission includes the rights of the one before it:
1. Preview only: displays file list, icons, and preview images. User
cannot download files.
2. Download original file: user can download files
3. View and download comments (Read-only right and view
comments);
Download & comment (Read-only and comment shares)
Upload/add (Upload folders to the shared folder, but cannot delete /
modify);
6. Full Access: All of the above

vk
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Share Change Notifications

When this option is checked, if a user accesses a shared folder and uploads
or modifies a file, the system will prompt the user to send a “Share change
notification email” to all users in the “Share-to” list.

When the share has been created, you can opt to send a share notification
email. You need to click on the button “Launch Outlook / Email Client” to
open your email client software.

DriveHQ does not automatically send share notification emails. Emails sent
from DriveHQ are more likely to be filtered by spam filters or ignored by
recipients. Therefore, sending the share notification email using your own
email server is better.

If all persons in the “Share-to” list are DriveHQ members, then the share
notification email might not be required. Those users can simply log-on to
www.drivehg.com using their own username and password. The folders
shared to them can be found in the virtual folder called DriveHQ Share
(under DriveHQ Root).
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ﬁ Manage Shares

@ Share My Folder

|I| Visit Shares

Q Share Help

1]

The easiest online file
management tool

( @

DriveHQ FileManager

e Share with Friends #)

[The Share was created {or updated) successfully! ]

You can email the instructions to your customers {or friends) about the shared folders/files. & sample
ernail is below, ¥ou can copy and paste it to your Outlook. This email is not required if your
custorners (or friends) are also DriveHQ members, They can simply logon to access your shared files
in the special folder: "CriveHG Share",

If the other user is not a DriveHQ member, he can only get read-only access to your files / folders
even if you shared the folder with full-access right. To access the shared folders / files with higher
level access, the other user must lagon his/her own account and access the shared folder in:
"[DriveHQ Share\vOUR_USERMAMENSHARE_MAMEY",

B 7 U EE EE B % Q& =6 8 Fo | Size
Hi,

1 have shared some files with you on wwew DriveHQ . com,
Below is the share info:

Share Mame: My Pictures
Share Description: My Pictures

There are three ways to access these files:

1. If you are a DriveHQ member, please log on to your account and access these
DriveHQShare folder,

2, If you are not a DriveHQ member yvet, I recommend you to sign up now using t
My files will autormatically appear in your "DriveHQ Share" Folder.

2 ¥ ran alsn arcess theae filas thrnnnh the follnwinn Iinl(I' s weill haves rcl:lrijll
»

4]

( A notification email has not been sent! ]

ou can email your custormers {or friends) about the shared folderfiles. To avoid the email being
filtered by spam filters, you can copy and paste the above email to your Qutlock and send it from
your own ermail account,

[ @ Launch Outlook / Email Client ] [ Go to Manage Shares 3 Go to My Storage

Share notification email

There is another way to share files. From the Share page, click “Add.
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T

Cloud Storage & Cloud IT Solution 5.0

Welcome

E Manage Shares List of Shared Folders View Received Comments
[;3' Share My Folder [7] Share Name Share Key Times Visited Create Date Hide Link
[f] wisit Shares [[] GroupRead  7889264/241857809 0 12/07/2010 Hide Link

- Description: Thic fulder is shared to all group members with readonly access
&) Share Help

Share Link: https://wwaw.drivehg.com/sharing/Sharelogon.aspx?lkey=7883264

/241857809

i D GroupWrite 7889271/500246546 u} 12/07/2010 Hide Link
Description: Tz f5lder is shared to all groeup members with write access

Share Link: https://wwew.drivehg.com/sharing/Sharelogon.aspx?ley=7889271
/500346546

|:| New Sync 7889285/merb87jlvBek o 1z/07/2010 Hide Link
Description: .. Sync

Share Link: https://wwew.drivehg.com/sharing/Sharelogon.aspx?lkey=7889285

[/merba7jlvielk

You will see the Select One Folder page. Select a folder and click on the
“Select” button, or click on "New Folder” to create a new share folder.
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Welcome test drivehg! Go back to older version

Manage Shares

a Select One Folder #)

(S Share My Folder

[:z}] wisit Shares

@ Share Help Folder Path: \
Up Detail View
A
=
Upload, Download, Share Oy
Publish, Drag-n-drop. Documents
& -
s\ | [

[J_awwhome

Prev Page

Prev Page 1of1

J Share with Friends »
S

New Folder

[J_my pictures

1of1 Next Page

Next Page

[J_publicFelder

>

(()You can open a favorite folder by default while Maxthon is started. Set the folder in [T00I91|2_| X220 3 0} ) Zoom:100% ~

[v

Select a folder to share



Drive Headquarters 35

Internet is your local drive!

Redefine the online storage

My Storage

Welcome test drivehg! Go back to older version ’

@ Create a New Folder

Path: /

Folder name: My Share
Folder Caption:

Folder Description:

J
Terms | Privacy | Affiliate | About | Testimenials | Suppert | Cnline Backup | FTP Hosting | Email Hesting b
Copyright @ 2003-2010 Drive Headquarters. All rights reserved. el
l( I i ! [> 1

| 1784 x 702
Create a new share

& # 2 5 @ (39 Dzoom:100% - |

Accessing a shared folder

Scenario: Tom shares a folder to Jane by typing Jane’s email address in the
“Share-to” list. Since Jane is not a DriveHQ member, Tom will send a Share
Notification email to her. The email contains instructions, such as below,
on how to access the shared folder:

1.If you are a DriveHQ member, please log on to your account and
access these files in the “"DriveHQ Share” folder.

2.If you are not a DriveHQ member yet, I recommend you to sign up
now using this email address. My files will automatically appear in
your "DriveHQ Share" Folder.

3. You can also access these files through the following link (you will
have read-only access).
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4. http://www.drivehq.com/sharing/ShareLogon.aspx?password=**x**x
*/************

Share a single folder as many times as you want. For example, if you want
to share a folder to your boss with full access and share the same folder to
an intern with read only access, you can do so be creating two different
shares, one to each of them with the appropriate permission.

Share names must be unique
Share Names must always be unique because they act as containers. So
when you share the same folder again, you must use a different share name.
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Sharing to a Contact Group

A contact group is a list of email addresses. You can create any number of
contact groups. For more information, see the “"DriveHQ Email Hosting

Service” section.

- T™

Drive Headquarter:

Redefine the online storage

[“] Manage Shares

~—

| Q Share Jiy Folder Share to:

Emails or DriveHQ
usernames,
separated by ";"

[izi] wisit Shares

@ Share Help
S
Folder to Share:
The ultimate software for Share Name:
managing online files

Description:

<]

Select One Folder

Publish

e Share with Friends #)

| =
[ .
|Enter DriveHQ usernames

lor email addresses, or

(‘Select frem Your Ccntacts)
—{ Manage Your Contacts

\My Music\
My Music

must be unique; use only alphabet, *-* , ¢’

and space

| My Music

Share a folder to a contact group by clicking “"Select from your contacts”

My Account

Welcome test drivehg! Go back to older version

Log out | All Services | Features & Plans | Enterprise Service | Partnership | Hel A‘

1l
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Select from Your Contacts

g‘& Subrmit ﬁ‘ﬂ Reset

[ Select all contacts from your contact groups! ;I
[~ & Friends =
& [T webmaster
& [T test1z

@ [T test13
& [ test1d

[~ /% '‘Blocked [+

Select contacts

Once you have selected the desired contacts, click "Submit” to finish.

There are two default contact groups: Friends and Blocked. Contact groups
can also be used in webmail as mailing lists. You can manage contact
groups by going into the webmail page.

Advantages of Sharing to a Contact Group

e Quickly share a folder to a specific group of individuals

e New contact group members automatically inherit folders shared to the
group

e Remove a user from the contact group and they will no longer have
access to a folder shared to the group.
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Editing and Managing Shares

Click the “Share” tab to see a list of your shared folders. On this page, you
can edit or delete shares.

= Log out | All Services | Features & Plans | Enterprise Service | Partnership | Hel|fFS

Drive Headquarters

Redefine the online storage

Publish My Account

Welcome test drivehg! Go back to older version

List of Shared Folders View Received Comments

ﬁ Manage Shares

@ Share My Folder [] share Name Description Share Key Times Visited Create Date Hide Link
[ My Pictures My Pictures 89051/ llordx58bekt 0O 07/02/2010 Hide Link
EI Wisit Shares Share Link:http://192.168.2.105/sharing/ShareLogon.aspx?key=89051/llordx58bekt
O My Music My Music 89065/8juhigSpowha O 07/05/2010 Hide Link

Share Help
o Share Link:http://192.168.2.105/sharing/ShareLogon.aspx?key=89065,/8juh1g5powha

[il i | m
List of Shared Folders

v/

To edit an existing share, click a share name. After editing, click Save to
save changes. The Share notification email template will display if you want
to send one. Remember- the share notification email will not be sent
automatically.

From the List of Shared Folders page, you can copy the Share link. Only
an email address that was included in the “share-to” list will be valid with
that share link. See next section for more information.

Share link

When a share URL is being accessed, a email address will be required to
validate the user. A DriveHQ member can input their registered email
address or their DriveHQ email address (username@drivehqg.com).
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n Share verity
W

Share Information:

Share Owner: test_drivehqg
Share Name: My Pictures

Description: My Fictures
Wisit Times: 0 | Create Time: July 02, 2010
{ Enter an email address included in the share-to list of this Share; it ]

shared to a DriveH2 user, then enter: UISERMAME @driveho.com, or
the user's registered email address.

Flzasze enter vour email address

Your Email:

&

Upon successful verification, the user will be directed to the shared folder.

Sharing with a non-DriveHQ member

You can share a folder to a non-DriveHQ member. Just remember that they
can only ever have up to read/download access. Even, if you select “full
access” permission, they will never be able to do delete, modify, or upload.

In order to have higher permissions than read only, they must become a
DriveHQ member. A Non-DriveHQ user can sign-up for a DriveHQ account
within 10 days and continue having access to the share. They just need to
remember to register with the same email address the share was provided
to.

In the above screenshot, the user “dhqtest” has accessed a folder called My
Pictures, shared by “test_drivehq”. In the toolbar, the Upload, download,
New Folder, New File, Cut, Delete, Copy buttons are all enabled, so the user
can perform all of those actions.
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Comment and Rate

When viewing a shared folder or file, you can comment and rate them at the
bottom of the page.
Log out | Al Services | Featuras & Plans | Enterprise Sarvice | Fartnership | Help.

Drive Headquarters"
Redefine the online storage

Walcome dhgtect! Ga back to older verson

- . ) n p — 7
& - = = O [ L ISR s N
Up Uploac _ Dowrlcad _ Zip Downloac  Shere  Publisk Now Folder  Nzw ile Copy _ Cut _ Dalete  lasts Rate  Upgrade
::jDri.:eHQ Root k
k4 iy storage Comments Total ratings: 0 Avecrageratings [ | HMotRated of 10
§ B My Dewmner s
-3 My Music
B my Pivtures Rztings: out of 10 (Ol 250 characters f=it.)
3 sublicFulier
B s 4
P wnliunne POST
B0 DriveHg shars
FE B e diivel g
L 4 Files and Fulders, Fulder Sice: 2.95 ME
CER iy 2wl
b
[l i e
| oone | ‘3 ¥ ene _}D‘ Slzoorm: o0 -

Comment and rate a shared folder

If you shared the folder, you can read the comments and ratings on the List
of Shared Folders page. Click the “View Received Comments” link to
display them.

Log out | Mobile Version | All Services | Features B Plans | Enterprise Service | Partnership | HalgES

™

DriVE H ed ".J: guarters
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Publish

Welcome test drivehg! Go back to older version

List of comments to your shared / published folders.

ﬁ Manage Shares

@‘ Share My Folder [Fl Object Name Observer Rate Post Date
[1 sampleFhotoi.icg dhgtest 8 2010/07/13 Celete

i) wisit Shares
so beautiful

O Share Help L

<_| i | m

View comments and ratings
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Publishing Files

When you publish a folder, you are making it accessible to anybody on the
internet. A URL link will be generated for all files in the folder. These URLs
are accessible by anyone and can be linked on any web page.

Similar to the way shares are created, when you publish a file, as opposed to
a folder, a folder is created to contain it. This folder is called a Publish.

Just like a share, when you delete a publish, the original folder will remain
undeleted. (Note: For free members, published files will be live for only 20
mins.)

Publishing Step-By Step

To publish a folder, go to My Storage and select a folder. Then, in the
toolbar, click “Publish”.

i Log out | Mabile Version | All Services | Features B Plans | Enterprise Service | Partnership | Held
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& & O = & (E‘ Newlder NED ‘ & A L

Up Upload Download Zip Download Share w File Copy Cut Delete Faste

§ DriveHQ Root Folder Path: \ [:]
k| My Storage] 7 select Q search & Download All 55| view 458 Option CJ slide Show

""" [El My Cocuments

My Music

s

""" @Publianlder /J
[% wwwhome 1 L

E-A‘: DriveHQ Share
- ) )
2 My Profile O My Do...ments

Iy Pi...tures

[
Iil 1] m

Publish a folder on DriveHQ.com

The Set Permission page will appear.
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Set Permission

Folder to Publish: WMy Musich
Publish Hame:

Wy Music

must be unigue; use only alphabet, -* , 7 and =pace
Description: My Music
Permission Level: | Comment and rate V
Membership Agreement A
This Membership Agreement sets forth the terms and conditions on which DriveHQ INC.,
offers products and services to registered users (each a "Member”) of the website
www.drivehqg.com. a

St

Back Publish

For the publish, file, and folder names, use only alpha-numeric characters. If
you use special characters, the publish URL may become corrupt.

After you click “Publish”, a confirmation screen will appear containing the
publish URL.
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Published x

Your folder/file has been published successfully!

The published folder/file is accessible at: (No logon is required)

The published files can be directly linked in this URL format:
http://192.168.2.105/file/df .aspx/publich/test_drivehg/My Music/FILENAME

Flease make sure to replace FILENAME with the real filename.
FILEMAME cannct contain spaces and invalid characters.

Note: Now you have just published a folder/file. Please note if any user downloads your published file, they will be using your
"download bytes", Your monthly maximum download bytes is . It is a good time to subscribe to our service. You will receive
more storage space and at least 20 times more download bytes/month

If you have published very good contents or if you need a huge amount of bandwidth, then if you are actively promoting service,
you can contact customer support. They might be able to offer yvou discount or even free service. Please note it is salely at their

discretion.
Upgrade Now

E So to Manage Published Folders & Go to My Files
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Managing Your Publishes
You can modify or delete a publish. Just click the “Publish” tab.

T Y Log out | Mobile Version | All Services | Features & Plans | Enterprise Service | Partnership |

Drive Headguarters:

Redefine the online storage

Welcome test drivehg! Go back to older version

Publish a Folder Publish My Website

Create and host yvour website on DriveHQ, just
copy your HTML files to the wwwhome folder.
Frivate domain is supported

#® Publish My Website

® Visit My Website

Publizh folders/files; host files on DriveHQ and
link from eBay, YouTube, MySpace, etc.

#® Publish a Folder
# Manage My Publishes

(] 11l | [>|

Here, you can manage publishes or your website. For more information
about hosting a website, see the “Publish a website” section. Click "Manage
My Publishes”.
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(@ Publish Folder =

Manage My
Published Folders

Received
comments

Help

EQ sublish website +

v

List of Published Folders

[[] Publish Name Description Times Visited Create Date Hide Link

[ wwwhome wwwhomeShareDescr a 07/02/2010 Hide Link
URL Link:http://192.168.2.105/folder/p85009.aspx
[0 EublicFelder Publizhed folder for public access 0 07/02/2010 Hide Link
URL Link:http://192.168.2.105/folder/p89016.aspx
[ My Music My Music a 07/13/2010 Hide Link
URL Link:http://192.168.2.105/fclder/p22086.aspx B

[:Q| How to link to a published folder? What is the URL?
In the list of published folders above, vou can find "Publish URL Links" under the Publish Names.

[:Q| How to link to a published file from other web pages, such as eBay or MySpace?

In the above list, click an a Publish Name, it brings up the detail (SetPermission) page. You can
find & URL pattern for linking to published files, the URL pattern is like:
http://www.drivehg.com/file/df.aspx/publish/YOUR_USERNAME/PUBLISH_MNAME/FILENAME

[:Q| How to access a published folder?
® You can use a web browser and type in the URL of the publizhed folder.

® To downlead large files or files in batch, use DriveHQ FileManager. For example, input
\\drivehq\drivehgsoftware in the addre=z=z bar and click Go button.

File  Edit Wiew Tools Help ", DriveHQ FiletManager. ~
(= =l
2 z @
Discannect il Option Help
fa J__] Wdrivehgidrivehgsoftware j _Go |
@O T O @& &~
Mame o | Size|Type |Date Modifed |
(Screenshots | 454 KB File Folder 2006-01-13 18:34:50
FAviveroFieManager2 exe 4,491 KB Application S0E-00-03 013542
,‘:I&wmmﬁhpzo.exe 10,400 KB Application 2006-003-03 08:56:47

Manage Publishes Page

Click a publish to edit it. You can also delete it from here.

Accessing a Published File

There are three ways to access a published file:

1. Use the provided URL link.

2. Published files can also be accessed via a URL of this format:
http://www.drivehg.com/file/df.aspx/publish/USERNAME/PUBLISHNAME/FILENAME

3. Access via an FTP URL of this format:
ftp://ftp.drivehg.com/USERNAME/PUBLISHNAME/FILENAME

46
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Hiding Your Username and Share Name

You can hide your username and share name within a published URL by
using “Safe Publish URLs”. This feature is available only in File Manager. For
more information, see the section on File Manager.

Commenting and Rating

When you publish a folder, you can set the permission to “"Download &
Comment”. This allows other users to download and comment files. You can
view the comments on the List of Published Folders page. Just click the
“"Received Comments” link.

Publishing a Website

DriveHQ provides static website hosting. A static website is one that doesn't
require server-side scripting & database. All you need to do is upload your
website files to the wwwhome folder.

If you have a premium account, your website is published by default. To
access it, go to http://username.drivehqg.com.

The default homepage file is “home.htm”. This page will display when you
go to your website. If you have a homepage file like index.html or
default.htm, you must delete the default home.htm file. Upload your file to
the wwwhome folder and rename it as home.htm. It's a good idea to back
up this file before you rename it.

For true account types, the website is not automatically activated. You must
disable then re-enable it. More information about this is ahead. Note:
website publishing is not available to free users.

Enabling and Disabling Your Website

True account users must disable and re-enable their website to get it
running for the first time. Click the “Publish” tab, then “Publish My Website".
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Drive H

Redefine the online storage

Welcome test drivehg

Publish a Folder Publish My Website

Create and host yvour website on DriveHQ, just
copy your HTML files ta the wwwhome folder.
Frivate domain is supported

#® Publish My Website

® Visit My Website

Publizh folders/files; host files on DriveHQ and
link from eBay, YouTube, MySpace, etc.

® Publish a Folder
# Manage My Publishes

(] 1l ] [>|
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Click the “Enable/Disable tab”. Next, disable then re-enable it.

. = i Log out | Mobile Version | All Services | Features & Plans | Enterprise Service | Partnership | Hel |5
Drive Headquarters
Redefine the online storage .
J Publish
Welcome test drivehg! Go back to older version
Edit Info T Edit Homepage T Enable/Disable T Custom Domain ]
& eublish Folder =
B eublish website =
— Publish a website is so simble
website
You are a True Account, your website iz automatically published by default. Your website can be =
Help accessed at:
>,
http:/f192.168.2.105/web/test drivehg or http://test drivehg.drivehg.com
Files uploaded to the ‘wwwhome folder can be accessed with the following URL:
http://USERNAME.drivehg.com/FILENAME
The default homepage file must be named as Home.htm. If your home page is index.html,
please make a copy and rename it as home.htm.
If it doesn't work, you can disable and re-enable your website to fix the problem.
Jwl
< )

Editing your Website Files

You can edit your homepage through the website. However, we recommend
using more advanced HTML authoring software. You can re-upload the file
to the wwwhome folder.

Custom Domain Name Hosting

DriveHQ’s web hosting service supports custom domain names. Click the
“Custom Domain” tab for instructions on how to customize your domain
name.

We support custom domain names for your website, FTP, and email.
However, we do not offer domain name registration services. You must
obtain a domain name yourself from a domain name registrar, such as
register.com or godaddy.com. Typically, they provide free DNS service if
you order a domain name from them.
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Once you have a domain name, you just need to add a DNS A-Record such
that:

www.yourdomain.com resolves to 66.220.9.55

Every domain registrar has their own way of adding a DNS A-Record.
Contact them for more information on how to do this.

Once the A-Record has been added, DNS servers propagate in 12-24 hours.
You can check progress by opening a command-line window and typing:

Ping www.YOURDOMAIN.com

[z4.| Administrator: Command Prompt

Cinrping hosting.drivehg.com

Pinging hosting.drivehg.com [66.228.7.55]1 with 32 bhytez of data:z
Request timed out.

Request t@med out. .
Request timed out. Change to yvour own domain here.
Request timed out.

Ping statistics for 66.220.7.55:
Packets: Sent = 4, Received = A, Lost = 4 (188x loss)>.

Covr

If it displays “ping www.YOURDOMAIN.com [66.220.9.55]...", then your DNS
A-Record has been successfully updated on your DNS server. It will take
longer before the DNS update is propagated to all DNS servers (including
ours).

Once the DNS A-Record has been successfully updated, you can go back to
the Custom Domain page.
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Log out | Mobile Version | All Services | Features & Plans | Enterprise Service | Partnership | Hel [[F28

Drive Headquarters™

Redefine the online storage

Publish

Welcome test drivehg! Go back to older version

[ Edit Info T Edit Homepage T Enable/Disable T Custom Domain 1

[ Publish Folder =

B rublish website =

Custom domain websites, FTP or email addresses are quite complicated. If

=, r\::a';aie My you are not familiar with them, please do NOT waste time as it will confuse you. L
Website

DriveHQ premium users can host Custom Domain websites, email addresses and FTP
sites on DriveHQ.com. If you are an IT system administrator and if you already own a
domain, please add the neceszary DNS A-records, then enter the information below.
Please note DNS changes usually take 12-24 hours to propagate. DriveHQ now offers
end-to-end service. We can help yvou register a new doemain name, configure the DNS
and setup your custom domain website, email addresses or FTF site. (Read below for
more infa).

Help

Please add a DNS A-Record such that FTP.YOUR-DOMAIN

FTP Demain Mame: - S .
resolves to 66.220.9.50. No other configuration is required.

Web Domain Name:

(e.g.: www.YourDomain.com. Leave empty if you don't have a
website)

Email Domain Name:

(e.g.: YourDomain.com. Leave empty if you don't use DriveHQ
email service) Iﬂ

< i | 2]

Custom Domain page

Enter your website domain name here. Scroll down to the bottom and click
“Submit”. Your custom domain website is now available online at:

http://www.yourdomain.com/

For information about custom domain email hosting, please read the section
on Email Server Hosting.

Custom domain FTP Server Hosting service is easy. You just need to add a
DNS A-Record such that ftp.yourdomain resolves to 66.220.9.50.


http://www.yourdomain.com/
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Event Logging

If you need to closely monitor the activity of important folders, you’ll find
our Event Log feature useful. By default, the Event Log only records
information about when you log on to DriveHQ. You can enable event
logging for individual folders. Just remember that these logs will use some
of your storage space.

Important: you must be a paid member to use this feature.

Because most activity is not logged by default, a user must choose which
folder(s) to log.

Enabling Event Logging

You can enable event logging for any folder type as well as shares and
publishes.

& 3 |

i Share Publish | New Fold
When you Share, Publish, or create a new folder —== —2F |

you have the option of enabling “"Save access log”.
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Set Permission
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Share to:
Emails or DriveHQ

Usernames,

separated by ";

Share Name:

Description:

Permission Level:

Expiration Date :

[7] share te Your Group *
Enter DriveHQ usernames
or email addresses, or

# Select from Your Group
# Select from Your Contacts
#| = Manage Your Contacts

text document.docx Share *
must be unigue; use only alphabet, *-', '_" and space
text document.docx Share *

download & comment |Z|

Mever expires

[] send share change notification

[7] save access log

Share Cancel
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When “Save access log” is enabled, activity relating to this folder will be
recorded to your event log.

Set Permission

Share to: [7] share te Your Group *

Enter DriveHQ usernames
or email addresses, or

Emails or DriveHQ

Usernames,

separated by *; # Select from Your Group

# Select from Your Contacts
~| = Manage Your Contacts

Share Name: text document.docx Share *
must be unigue; use only alphabet, *-', '_" and space
Description: text document.docx Share *
o
Permission Level: | download & comment |Z|

Expiration Date : MNewver expires

[] send share change notification

[7] save access log

Share Cancel
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Event Log

E’ Account Details
[::] Account Balance
% Account Options
Customization
% Group Account
{5_|_1§ Coupons

|_7°’r Subscribe

=4 Deposit

Transaction
History K

. Event Loi Histori

Your account type is:

Paid Group Account

S

Event Log History

4{5 From: 2/18/2010

Last 24 Hours Last 7 Days Last 30 Davs

To: 2/18/2011 Type: Any

:

‘ % Export Last 24 Hours ‘ ‘ CE Export Last 7 Days ‘

Page 1 of total 34 pages

Date -+

User Event Type Access IP
é; Your Company Logen 75.103.8.12
[l:___:l. Anonymity Visit Share 75.103.8.12
& Ancnymity Download 75.103.8.12
& Anonymity Download 75.103.8.12
[El. Anonymity Visit Share 75.103.8.12
é; Your Company Logen 75.103.8.12

1 minutes ago
1 hours ago
1 hours ago
1 hours ago
1 hours ago

17 hours ago

To see your Event Log, go to My Account - Event Log History.

5 o
Detail
Show 4
Show4
Show 4
Show 4
Show 4

Show 4

You can see activity of shares, publishes, and folders that have the “Save
access log” option enabled. The last 30 days of activity can be viewed here.
If you need to save your logs, see the next section ahead titled “Archiving

Event Logs”.



Drive Headquarters

Internet is your local drive!

56

Logged activities include when
a user:

Logged on

uploaded

created

opened

moved

restored

copied

deleted

renamed

downloaded
uploaded

deleted to recycle bin
Visited

Downgraded to free account

For group administrators,
also includes when they:
Created sub-user

Deleted sub-user

Enabled sub-user

Edited sub-user

Invited user to group
Upgraded to group account
Updated password
Allocated storage

Allocated download bytes
Logged on sub-user account
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User Event Type Access IP Date — Detail
‘3,. Your Company Logon 75.103.8.12 1 minutes ago Show 4
[@ Anonymity Wisit Share 75.103.8.12 1 hours ago Show 4
& Anonymity Download 75.103.8.12 1 hours ago Show 4
& Anonymity Download 75.103.8.12 1 hours ago Show4
@. Anonymity Wisit Share 75.103.8.12 1 hours ago Show4
‘35_ Your Company Logon 75.103.8.12 17 hours ago Show4
@. Anonymity Wisit Share 173.8.186.105 17 hours ago Show4
& Anonymity Download 173.8.186.105 17 hours ago Show4
& Anonymity Download 173.8.186.105 17 hours ago Show4
[@ Anonymity Wisit Share 173.8.186.105 17 hours ago Show4
& Anonymity Download 173.8.186.105 17 hours ago Show4
[@ Anonymity Wisit Share 173.8.186.105 17 hours ago Show4
[@ Anonymity Wisit Share 173.8.186.105 17 hours ago Show4
& Anonymity Download 173.8.186.105 17 hours ago Show4
& Anonymity Download 173.8.186.105 138 hours ago Show4
@. Anonymity Wisit Share 173.8.186.105 138 hours ago Show4

Example Event Log
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Exporting Event Log

You can export the log to an excel spreadsheet which makes it easy to share

with others or to keep it as a record.

Event Log History

&

User

Category
Download
VisitShare
Logon
Logon
Logon
Download
Download
Logon
Logon
Logon

I nonn

'\ From: 3/23/2010

To: 3/23/2011

Type: | ANy

Last 24 Hours Last 7 Days Last 30 Davs

'(;:.‘-L Export Last 24 Hours ‘:h- Export Last 7 Days
L =
Fage 1 of total 50 pages
Event Type Access IP Date «

Object Type User Date Source IR
File Anonymity 3/23/2011 3:00 75.103.8.12
Share Anonymity 3,/23/2011 3:00 75.103.8.12
Customer Your Company 3/23/2011 2:57 75.103.8.12
Customer Your Company 3/23/2011 8:15 115.172.201.134
Customer Your Company 3/22/2011 11:47 24.7.93.195
File Your Company 3/22/2011 11:44 24.7.93.195
File Your Company 3/22/2011 11:44 24.7.93.195
Customer Your Company 3/22/2011 11:36 24.7.93.195
Customer Your Company 3/22/2011 8:32 211.144.200.117
Customer Your Company 3/22/2011 8:09 211.144.200.117

rustnmer

Exported Event Log

Yrour Comnanw

Archiving Event Logs

3/22/2011 807/ 211 144 200 117

= [seamen

& &

Detail

Software Descrig

Web

downl

Web Host visitec

Web
Web
Web
Web
Web
Web
Web
Web
Weh

loggec
loggec
loggec
downl
downl
loggec
loggec
loggec

lnooar

In your event log, you can view recorded activities during the last 30 days.
If you wish to save all logs, you can enable the archiving feature which will
archive the logs every month into your storage account. To enable this
feature, log on to the website and go to My Storage. Click on “"Option” >
“Folder Option”. Select “Archvie event logs to my storage” and then

“Update”.
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Folder Options

My Storage

Show Folder Tree

@ ves ) No
Thumbnail View & Detail View

@ Thumbnail View Row Number: 3 Column Mumber: §

D) Detail View Row Number: 15

[C] Enable SSL for the whole website

Enable "Recycle Bin" for file deletion

"l Show hidden folders and old version folders

Enable file versioning. Max file versions to keep &

[ Enable Automatic File Deletion

Automatically delete files older than Emunth{sj daw{s] Ehuur{sj

(A file's age is bhased an the create time or last modified time, whichever i= more recent)

Archive event logs to my storage

[¥| Display webmaster's share in folder tree

("I This account will only be used by a security camera

These event logs will be stored under *My Storage”.

59
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Group Account Service

Upgrade to group account service for free and get one free sub-user license.
Group account service is designed for businesses and organizations that
have a need for multiple user accounts that can be managed by a system
administrator. Having a group account makes it easier to share files and
collaborate with multiple people.

Upgrading to a group account free!

Go to My Account by clicking on your username in the top left. Then, click
Group Account > Upgrade.

Drive Headguarters

Redefine the online storage

Welcome dhgtest! Go back to older version

Z | A\ & %@.@"D‘é{,__

Up Upload Wownload Zip Download Share  Publish MNew Folder Mew File Copy Cut Delete  Paste
C_v DriveHQ Root Folder Path: % [1]
Bl | My Storage IF] Select Q| search & Download All [55] view <5k Option 3 slide Show

[EI My Cccuments
= My Music
= My Pictures
o - N - T -

@Puhlianlder .”J ."J .;_J
| | |
[@m\m\-home

E—j"‘-‘[‘: DriveHQ Share 1

& & test_drivehq CIMy Db,..ments Iy Music CmMy Pi..tures
""" '\'2 My Frofile

Click on My Account or your username to go to My
Account pages.

[(I 1 l>]
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Account Balance
% Account Options
Customization

l% Group Account I

@ Subscribe

= Deposit

@ Transaction b
History

Your account type is:
True Account
(Upgrade to Paid Account)
Befer Your Friends

&

Home | Enterprise Service | Partnership | Mobile Version | Log oulffss

Your referral link: http://www.drivehq.com/secure/signup.aspx?reflID=270123

My Account Details

Pleaze complete the form below and cdick the "Submit” butten to update vour account profile.

Changing email address or mobile number needs to be verifiad.

Required Information

User Name: dhqtest

Email Address:

dhgtest@gmail com

|* (Requires verification)

Change my password

Optional Information

First Name:

Street Addressl:

|
|
Street Address2: |
|

City:

Last Name: |

Phene Number: |

Mobile Mumber: |
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Free upgrade to Group Account service
E’ #ccount Details

Remote File Server, Online Backup, FTP / Email / Web server for all your employees

[z11] Account Balance and customers! 1
@. Account Options Group Account is designed for organizations and businesses where more than one

person needs to use DriveHQ services. It can also be used faor file sharing and
EeE i e collaboration among employees and clients.

By upgrading to a group account, yvou become the Group
W Cwner and Administrator. You can then create or add

more group members. Group members can easily share

L] subscribe storage, bandwidth, files and folders. Al sub-users are
treated as premium users. There are 4 types of group o |
=) Deposit members:
(£| L’}?E;&Ct'on I ® Group Administrator
® Sub Group Administrator
#® Regular User
Your account type is: ¢ Guest User
True Account
‘Updrade to Paid Account) A group owner is a special Group Administrator account that cannot be deleted. The username
et ntErienoe is usually the business name. The group owmer can create more group member users, incl.

group administrators.

A Group Administrator can add/create/edit/delete/disable a group member; assign storage Iﬂ
¢ I I | [ >|
Please take a moment to read this page before upgrading

Group Administrator Tools
Click the “"Group Admin” link to access your admin tools.

Home | Enterprise Service | Partnership | Mabile Version | Log out

Storage Backup

me dhotest
2 - -
a Create &} Add &) Import |ﬁ Edit }< Delete e’ Refresh | Action ¥
(.\;'k. User Management Group Administrator [Maximum number of sub users: 1] Need more?
[ user Name Uged Space Max Space Used/Max DownloadBytes User Type Status Create Time =

& Mo Sub Group Administ

{e}z Group Settings

» Group Account Balance
» Group Backup List

¥ Group Cptions

(_l ™ ‘ m | Reset Password | | Set Storage | | Enable/Disable | | View Account | | Backup Status | | Logon As

Group Admin page
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Admin Tools:

‘-‘L Create ‘::0 Add l;,a Import j Edit ) Delete @ Refresh Action -
Create: Create a new sub-user (no email confirmation is needed)
Add: Add an existing DriveHQ user to this group account. For security

reasons, the user will be sent a group invitation email. He must
agree to be added to the group.

Import: If you need to create a lot of sub-users, you can prepare a CSV
list of user information in a Microsoft Excel file

Edit: Edit sub-user account information.

Save: Save changes

Delete: Delete sub-users. You can delete sub-users, or remove them

from the group account. Choosing the latter will simply convert
their account to a regular standalone account.
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Creating a Sub-user

Home | Enterprise Service | Partnership | Mobile Version | Log out
M

Drive Headquarters '

welcome dhgtest! Group Admin

G Back Q Save

oy Create sub user
\f;?.) User Management

User Base Information

User Name: dhgtest11
9:;?‘ Group Settings Password: oy
¥ Group Account Balance Confirm Password: sesese
» Group Backup List Email: dhqtest11@drivehg com [JUse DriveHQ email
> Group Options User Type: | Sub Group Administratll]

a0 MB

Max Storage Space:
Total space you can allocate: 1020 MB

200 MB

Max Download Bytes:
Total download bytes you can allocate:406 MB

Option Information

-------------------------------------------------------------------------------------------------------------

I
1 First name: last name:
i

| Address line 1:

H

H

E Address line 2:

E Home Phone: Cell Phone:

E City: Zip:

| State: |F'Iease select a state M Country: United States ll]
< T Y | Save | | Cancel |

Create Sub-user Page

Enter a username, password, email address, and user type. Check “Use
DriveHQ email” if you do not wish to provide an email address. Other fields
are optional. Click “"Save”.

Allocating Storage to your sub-users

You can choose how much storage space and download bytes to allocate to
each of your sub-users. However, whatever is allocated to your sub-users
will be deducted from your own storage and download bytes. You can re-
allocate storage space and download bytes at any time by editing the sub-
user account.
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Tip: If you want your users to only access certain folders, there is another
way you can manage them.

First, log on as the sub-user and delete all their folders. Then, using the
Group Admin Tool, set their storage space to the bare minimum. When their
storage space is close to 0, they will not be able to upload or create any files
in their account. Then, create folders in your account to share to them. The
sub-user can log on and find the shared folders under DriveHQ Share. When
the sub-user uploads or downloads files in the shared folder, he will use your
storage space and download bytes. This method allows your entire group to
share the same storage and download bytes. But, make sure no one user
consumes all the storage space!

Group User Types

There are five user types:
- Group Owner
- Group Administrator
- Sub Group Administrator
- Group Member
- Guest User

The Group owner is the person who created the group account. He is
responsible for managing the group, including creating sub-users, allocating
storage space, ordering subscription plans, and making payments. The
group owner account cannot be deleted.

The Group Administrator is similar to the group owner, but cannot order
subscription plans. A Group Administrator can edit another Group
Administrator’s account (except the group owner).

A sub-group administrator is similar to a group administrator, except it can
only manage sub-user accounts within its sub-group.

A guest user cannot access any group shared folders. It cannot see any
group account information.
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Creating a Sub-Group

If several department managers at your company need to manage their own
employees, you can make each of them a sub-group administrator. They

can create and manage their own sub-users. A sub-group administrator has
full access to only their sub-users.

The amount of storage space and download bytes a sub-group administrator
can allocate to its sub-users is limited by their own account storage capacity.
User licenses ordered by the group owner can be used by all group and sub-

group administrators.

Welcome dhatest! Group Admin

-
o Create "9 Add s) Import ﬁ Edit ynelete @ Refresh | Action ~
k'?.) User Management Group Administrator [Maximum number of sub users: 11] Need more?
[ user Name Uszed Space Max Space Used/Max DownloadBytes User Type Status Create Time =
D
.;z' dhgtesti1 [ dhgtesto 3.43 MB 5.31 GB 0B/ 21.25 GB Group Administrater Enable 7/14/2010 10:36:53 AM
,& dhqtest21
[0 guesti 3.45 ME 10 MB 0B/ 40 MB Guest Account Enable F/14/2010 10:33:48 AM
[ dhqtestzs 3.45 ME 70 ME 0B/ 2380 MB Group Member Enable 7/14/2010 10:33:25 AM
’?!2) Group Settings
o [ dhqtestz4 3.45 ME 50 MB 0B/ 200 MB Group Member Enable 7/14/2010 10:33:04 &AM
» Group Account Balance [ dhgtest22 3.45 MB 50 MB 0B/ 200 MB Group Member Enable  7/14/2010 10:32:43 &M
¥ Group Backup List
[ dhatestiz 3.45 MB 10 MB 0B /40 MB Group Member Enable 7/14/2010 10:32:01 &M
» Group Options
[ dhgtest2z 3.43 ME 30 ME 0B/ 120 MB Group Member Enable 7/14/2010 10:31:28 AM
[ dhgtest12 3.45 MB 10 MB 0B/40 MB Group Member Enable 7/14/2010 10:30:58 AM
[ dhgtest21 3.45 MB 100 MB 0B/ 400 MB Sub Group Administrator Enable 7/14/2010 10:29:54 AM
[ dhgtest11 3.45 MB 50 MB 0B/ 200 MB Sub Group Administrator Enable 7/14/2010 10:24:02 AM
‘ Reset Password | | Set Storage | | Enable/Disable | | View Account | ‘ Backup Status | | Logon As

Group Admin page

On the left side of the group admin page, sub-group administrators are

listed as "Group Members”.

Sharing to Your Group

The group owner can create folders in his own account and share them to
different users with different permissions.

There are two default group shared folders: “"GroupRead” and “"GroupWrite”.

All group members have access to these folders.
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Welcome dhgtesti2! Go back to older version

&

s e ﬁ\J_"['DA{X__
sh

Up Upload) Download Zip Download Share  Fubli Mew Folde_r Mew File Copy Cut Del_ete Pa_ste Rate
f_v DriveHQ Root Folder Path: ‘\dhqgtest11\Subgroup4dhqtest12, ]
9""‘5 My Storage [0 select ) search & Download All E3 view éE} Qption ; Slide Sho

""" My Documents
""" i My Music

""" My Pictures
""" ) publicFolder
&) wwwhome

':'3{ CriveHQ Share

EJG% dhqtest q4 Comments Total
[@ GroupRead \|
@ GroupWrite )
iz dhgtestil Ratings: out of 10 (Only 250 characters left.)

""" T My Profile POST

[

‘il I | m

In this example, the sub-user dhqgtest12 can see folders shared to the group
from the Group Owner dhqtest. The sub-group admin dhqtestll has also
shared folders to this sub-user.

Drive He

Redefine the online storage

Welcome guestl! Go back to older version

& ] = = I G L] al [
Up Upload Download Zip Download Share Publish MNew Folder Mew File Copy Cut Delete  Paste Rate
:?jDriueHQ Root Folder Path: \\dhgtest\FolderaGuest1), e
E""f:ﬁ My Storage l[E] select ) search & pownload Al 3| View £ Option £ slide Show
i My Documents =
i g My Music
""" ) My Pictures .
e PublicFalder A guest user cannot see any group account/ member info;
BT wurwhome it also cannot see any folders shared to the whole group.
E""*-q{‘:DriueHQ Share ) L
&8 dhqtest It can see folders shared to him explicitly.

""" 1'2 My Profile

(]
[il it | ‘il

When guest user “guestl” logs on, he can only see folders shared to him; he
cannot see the folders GroupRead and GroupWrite.
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Real World Scenario

A group account is particularly beneficial when multiple people work together.
If you have a small team, it’s usually sufficient to have the group owner
manage all users. If you have team of more than 10 people, it may be more
convenient to have group administrators.

If you want to divide your team into multiple groups, you can create sub-
group administrators. Having sub-groups can be beneficial if your company
has multiple offices. The group owner can create a sub-group administrator
account for each office. Sub-group administrators can also create other sub-
group administrators. A sub-group administrator can create its own sub-
users.

Having sub-groups is also handy when you want to quickly share a folder to
a specific group.

More Group Admin tools

After creating a sub-user account, you can manage it with the tools at the
bottom.

Reset Password Set Storage Enable/Disable Yiew Account Backup Status Logon As

Reset Password: Change sub-user password

Set Storage: Change sub-user max storage space and download bytes
Enable/Disable: Enable or disable sub-user account

View Account: View sub-user account information

Backup status: View status of Online Backup tasks for all group members
Logon As: Log on as a sub-user with full access to the account

Batch User Creation and Management

e Import: The import feature can be used to quickly create a lot of sub-
users.
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e Batch user management:

RDelete bﬂefresh | Action -

sub users: 11] Need more? Batch Reset Passward

;ed/Max DownloadBytes User Type Batch Allocate Storage |,

B /1.95 GB Guest Ac Batch Disable /2
Batch Enable

B/S11.72 GB Group ad LS
Batch Delete

B/ 1.95 GBE Group Me L/
Zearch

B /1,95 GE Group Member Enable 5/2150

Click “Action” to see all batch functions. Selecting one of these will apply the
function to all sub-users.

Group Settings

From the Group Admin page, you can access various group information and
settings.

Welcome dhgtest! Group Admin

&‘ Create & Add tiﬁ Import ﬁ Edit N Delete g Refresh ‘ Action -
(_\,k) User Management Group Administrator [Maximum number of sub users: 11] Need more?
D [ user Name Used Space Max Space Used/Max DownloadBytes User Type
- % dhgtestil [ dhagtesto 3.45 MB 5.31 GEB 0B/ 21.25 GB Group Administrator
- di dhqtestz1
|:| guestl 3.45 MEB 10 ME 0B/40 MB Suest Account
[] dhgtestzs 3.45 MB 70 MB 0B/ 280 ME Group Member
E':k) Group Settings
[ dhgtestz4 3.45 MB 50 MB 0B/ 200 MB Group Member
» Group Account Balance [ dhgtest23 3.45 ME 50 MB 0B/ 200 MB Group Member
» Group Backup List Iﬂ
] ‘il 1 | m
¥ Group Cplicns
Reset Password | | Set Storage | | Enable/Disable | | View Account |

Backup Status | | Logon As |
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Welcome dhgtest! Group Admin

G Back @ Refresh ‘

k‘:".) User Management Group Account Balance
.
D
lzl dhqgtestit Group Creator: dhgtest
'Ea dhgtestz1 ) |
User License:! 11 Number of Sub Users: 10 E
Total Space: 11.00 GB Used Space: 37 MB
Group Settings .
ﬁi’ﬂ B < Uzed File Space: 37 MB Used Message Space: 39 KB
¥ Group Account Balance Total Download Bytes: 40.60 GB Used Download Bytes: 0B
» Group Backup List Custom Web Domain: Custom Email Domain:
¥ Group Opticns [v]
[( ] i [>]
| Downgrade | | Cancel |

Group Account Balance lists details about your group (yourself included)

Group Backup List lets you see the backup tasks of all group members.
Group Options lets you set options that affect the entire group.

G Back B Save @ Refresh

5 Group Options
\‘:?.) User Management p Up

L3 Group Members |

gy bobbyss

Sub-users cannot order subscription services.
Sub-users cannot see group member list.
Sub-users cannot create group-shared folders

ﬁ?ﬂ Group Settings
[[| pon't create the default group-shared folders (GroupRead and GroupWrite)

» Group Account Balance |:| Sub-users cannot see DriveHQ Share.
» Group Backup List ["] sub-users inherit Group Owner's folder options.
» Group Opticns Group member default to Go to Group Share ~ after logon

After logon, go to the GroupShare folder.

WGroupOwnerUserName\GroupRead or GroupWrite

Group Options

Group Options:
Sub-users here refer to all users except the group owner.

e Sub-users cannot order subscription services.
Sub-users cannot order their own subscriptions. Generally, this option
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should be selected so that the group owner takes care of all
subscriptions.

e Sub-users cannot see group member list.
Sub-users cannot see the list of all users in the group in the My
Account page. This is useful to Group Account Service Resellers where
different sub-users are not affiliated with the same organization.

e Sub-users cannot create group-shared folders
Sub-users cannot share a folder to the group. This is useful to Group
Account Service Resellers where different sub-users are not affiliated
with the same organization.

e Don't create the default group-shared folders (GroupRead and
GroupWrite).
Disable the GroupRead and GroupWrite folders for all sub-users.

e Sub-users cannot see DriveHQ Share.
Sub-users cannot see DriveHQ Share which contains files shared to
them by other users.

e Group member default to...after logon

After a sub-user logs on the website, they can be directed to one of
the following pages:

My Storage
DriveHQ Share
Group Share: takes user to GroupRead and GroupWrite folders.
Sub-User Shared Folder page: takes user to

“DriveHQ Share\GroupOwnerUserName\SubUserName” folder.
o Webmail: takes user to webmail

o O O O

Downgrading Your Group Account

You can make your group account an individual account again if needed.
First, delete all your sub-users. Next, go to the Group Admin page, and
click *Group Account Balance”. Then click *Downgrade”.
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Account and Subscriptions

Individual Account Types
There are three different types of user accounts:

1. Free
2. True
3. Premium

Free Account

A free account is one that is registered with any common email address,
such as gmail or yahoo. Certain feature restrictions apply to a free account.

True Account

A true account is also free, but has a few more features than the free
account, such as publishing. A true account is one where we can verify a
user. To be a true account, you must register with a custom domain email
address, such as from your company. Or, you can become one by depositing
at least $3 into your account.

Premium Account
Become a premium user by ordering any subscription plan. A sub-user of a
premium account owner is also considered premium.

Free and Premium Service Comparison

Free Accounts get 1GB of free storage. Free accounts have a few
restrictions compared to a premium one. Please see the comparison on the
next page.
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Free Service

Premium Service

Basic online Yes Yes

storage features

Basic online Yes Yes

sharing features

Basic online Yes Yes

backup features

Basic email Demo only Yes
features

Basic FTP features | Yes Yes

Max storage space | 1GB 2GB - 10TB

Max monthly
download bytes

200MB/month initially.
By trying more DriveHQ
features, this can be
increased to 1GB max
free monthly download
bytes

4x times subscribed
storage. E.qg. if you ordered
a 5GB storage plan, you get
20GB download
bytes/month

Max continuous
upload

50MB- after 50MB, it will
pause but is resumable

no limit (up to amount of
storage)

Folder
Synchronization

Limit 2 synchronization
tasks; one-way sync
only.

No limit;
Supports 2-way sync.

Online Backup Limit 2 backup tasks No limit

Zip Download No Yes

File versioning No Yes

Performance/Speed | May be capped No cap

Email Server limit sending to 5 emails/ | No limit, but mass mailing
Hosting day. and spamming not allowed

FTP Server Hosting

Limit 2 concurrent FTP
connections;
limit 10 logons per day.

Many concurrent
connections allowed

Web Publishing

Free user: website
expires after 20 minutes
True user: Yes

Yes

File Publishing

Free users: Try only
(Publish URLs expire in
15 minutes)

True users: Yes

Yes

Group sub-user
licenses

1 free

1 free, more can be ordered

Custom domain

No

Yes
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FTP hosting

Custom domain No Yes

website hosting

Custom domain No Yes

email hosting

Custom logo and No Can be ordered separately

landing page
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My Account Page

Click the My Account tab or your username as shown.

: — Log out | Mobile Vearsion | All Services | Features & Plans | Enterprise Service | Partnership | Help

Drive Headquarters

Redefine the online storage

Publish

elcome dhgtest! Group Admin Go back to older version
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Account Details

Welcome dhgtest! Group Admin

ﬁ Acoount Details 1
[:i] Account Balance

Account Options

Earn up to 30% commission on
DriveHQ.com!

f ' i

Your referral link: http: / /www.drivehq.com/secure/signup.aspx?refID=270128

Customization

& Group Account

'_-/f Subscribe Required Information
Uzer Name: dhqgtest
=4 Deposit
Email Address:
& Transaction b
Histary

Your account type is:
Paid Group Account
Refer Your Friends

My Account Details

Please complete the form below and click the "Submit” button to update your account profile.

Chznging email address or mobile number niesds to be verified.

Zhange my password

Optional Information

First Mame:
Street Addressl:

Street Address2:

dhgtest@gmail.com

* (Requires verification)

Last Name:
Fhone Number:

Mobile Number:

-+ -
City:
State: | Pleaze =elect a state [v] Zip Code:
Country/Region: |Un'rts:| States [V]
Referal ID: 0

View and edit account information here. If you change your email address,

Edit my alias and icon

You account type is: Paid Group Account

Thanks for using our service. Please spread the words and invite your friends to share the

experience.

L] Create folders with great contents and share them with your friends

L) Publish your files and post them on your blog or forum

L Host your personal website or blog at DriveHQ and make it searchable

an activation email will be sent to the new email address. You must open the
confirmation email and click the activation link.
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Changing your password

Click “*Change my password” to change your account password.
To change your username, please send an email to support@drivehqg.com.

Referrals

The Referral link can be used to refer other people to DriveHQ. You are
eligible for sales commission if you refer users who later order a subscription

plan.

Alias and Icon

The Alias and Icon is used in the support forum to hide your real username.

Account Balance

@ Account Details

Account Balance

Account Options

Customization

-

&, Group Account

:j Subscribe

@ Transaction b
History

Your account type is:
Paid Group Account
Refer Your Friends

A —————————
Account Balance

Deposit Transfer Update Secure Password Refresh Account Balance

Member Since: 7/2/2010 2:31:19 PM Total Logon Times: 13 (=elf)/ 0 (visitor)
Member Type: Paid Group Account Last Logon Date: 7/14/2010 2:01:02 PM
Mawx Space: 5.32 GB Uzers Referred: 0

File Space Used: 3.45 MB Max Download Bytes: 17.86 GB

Tuotal Files: g Uszed Download Bytes: 0B

Email Backup Service Level: Free Email Backup Service Upgrade

Total Emails: 10 Total Email Size: 19 KB
Cash Balance: $0.00 Total Points: 0
Product Coupan Balance: $0.00 Service Coupan Balance: £275.18

& You have referred 0 members.

Your referral link: http://www.drivehg.com/secure/signup.aspx?refID=270128.
Refer your friends, check out our affiliate program.

In your Account Balance page, you can find detailed information about your
account, including your sign-up date (billing date), used storage and
download bytes, and account balance.
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At the top are four buttons:

e Deposit: deposit money into your account. The money will act as
credit and can be used toward any subscription plans.

e Transfer: If you have money in your “Cash balance”, you may
transfer some of it to other DriveHQ users.

e Update Secure Password: To transfer money, you need to enter
your account password and another secure password. The default
secure password is the same as your account password. Changing
your account password does not change the secure password. You
can change your secure password by clicking “Update Secure
Password”.

o Refresh Account Balance: refreshes all information on this page.

Account Options

Here, you will see Folder Options and Email Options. There is more
information about these at a later section.

Customization

Information about customization can be found in the Enterprise Service
section ahead.

Group Account
Access the group admin page to create and manage your sub-users.

Coupons
Add and view coupon codes that give you a discount on all subscription plans.

Subscribe

Order new subscriptions and manage or cancel your current ones. See
section about subscriptions below.

Deposit

Deposit money into your account to cover future payments for your
subscriptions.

Transaction History
View your transaction history, order history, and billing statements.
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Subscriptions

If you've decided to upgrade to a premium account, you just need to order a
subscription plan. The differences between a free account and a premium
one can be found here:

https://drivehg.com/Premium/default.aspx

Please also see our pricing chart to determine what plan suits you best:
https://drivehqg.com/help/features/PricingPlans.aspx

Multiple subscription plans can be combined together. For example, you can
order a 2GB plan today, and order a 5GB plan tomorrow. You will then have
7GB of storage total.

To order a subscription, click the Subscribe button located on your Account

page.

Welcome drivehgexample! Group Admin 1. Manage your
subscriptions

., A
o 2. Order new
. | Subscribe ] I Current Subscription ] subscriptions
E[ Account Details H 1 3. View and cancel
current subscriptions

III Account Balance - Multiple subscriptions can be ordered. You can cancel old ones after upgrade.
Account Options

Storage Service & User License Custom Logo and Logon Page Other Service
Customization
iy 1 . Storage Monthly Annual 2-Year 3-Year
S P

1 GB Subscription Service D $2.99 D $29.99 D $a9.99 D $69.99
& subseribe 2 GB Subscription Service © $a.99 © $49.99 © $39.99 © $124.99
------ ST 5 GB Subscription Service ) §7.99 &) $79.99 ) $149.99 ) $199.99

——— 10 GB Subscription Service © $12.99 © $129.99 © $239.99 © $329.99
ransaction _ _ _ _

& History b 20 GB Subscription Service ) $19.99 ) $199.99 ) $353.99 @ 4499.99
Your account type is: 50 GB Subscription Service © $39.99 @ $399.99 @ $699.99 @ $999.99

100 GB Subscription Service @ $69.99 @ $699.95  © $1249.99 © $1749.99
Paid Group Account

‘ Group User License Monthly Annual 2-year 3-year

Refer Your Friends 5 users group licenses @ $2.99 @ 479.99 @) 454.99 © 479.99

Please see the below section for more information about how subscriptions
work.


https://drivehq.com/Premium/default.aspx
https://drivehq.com/help/features/PricingPlans.aspx
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Paying for Subscriptions

DriveHQ never keeps your credit card number on file. Instead, we use a
deposit payment system. When you order a new subscription, the money
will be deposited into your account as credit. After that, you only need to
deposit money as needed.

You can order either monthly or yearly subscriptions. If you want to try our
service or you only need it for a short amount of time, the monthly plan is
ideal. However, if you are incorporating DriveHQ into your business, the
yearly plan is highly recommended. Going with the yearly plan saves you
two months of service compared to the monthly price.

Regardless of whether you order a monthly or yearly subscription, our
system will always bill you monthly. For example, let’s say you want to
order a 10 GB yearly subscription for $129.99 per year. When you order it
with a credit card, $129.99 will be transferred into your account as credit.
Every month, your account will deduct $10.83 to cover your subscription.
This system was designed to provide our customers the flexibility to change
subscriptions at any time. If you want to upgrade or downgrade your
subscription in the future, you can cancel the 10GB subscription and
purchase a different one with your unused credit. In short, all subscriptions
reoccur every month, including yearly plans, until cancelled.

Your monthly billing day is the day you signed up for a free DriveHQ account.
For example, even if you ordered a 10 GB subscription on December 26, but
you signed up for your free DriveHQ account on the 20", your billing day
each month will still be the 20th.

Your subscription cost will be prorated if you do not order on the same day
as your billing day. For example, if you order a 10 GB yearly subscription
for $129.99 on February 25" and your billing day is February 20", your cost
for your first month will be (23/28) * $10.83, or $8.90. You subscription will
not require payment again until February 20 of the following year.

The money in your account will either be a part of the cash balance or the
service coupon balance. Your cash balance is any money that has not
been put aside for a subscription, i.e. when you make a deposit. Your
service coupon balance is money that has been put aside when you order a
subscription. For example, let’s say you order a 10 GB yearly subscription
for $129.99. Your service coupon balance will become $119.16 ($129.99 -
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first month’s service), and your cash balance will be 0. If you simply make a
deposit of $50, the $50 will become a part of your cash balance.

When your account runs out of credit to cover your subscription(s), your
account will have a negative balance. If your account balance remains
negative for beyond one month, certain features will become locked, such as
downloading.

Please note that deposits less than $10 will incur a $.50 processing fee (when you
order a new subscription, this fee is waived).

Changing Subscriptions

If you need to upgrade or downgrade your subscription plan, you can do so
at any time. Go to the Subscribe Page.

Welcome drivehgexample! Group Admin 1. Manage your

subscriptions
A —

2. Order new
. (Suhscrihe J Current Subscription SUbSCI’IptIOI’IS
E Account Details = = I3 3. View and cancel
current subscriptions

i) Account Balance - Multiple subscriptions can be ordered. You can cancel old ones after upgrade.
Account Options =

Storage Service & User License Custom Logo and Logon Page Other Service
Customization
7y orage on Y nnua -rear -rear

1 . St Monthl A 1 2-Y 3-Y

] Ll

1 GB Subscription Service © $2.99 © $29.99 © $49.99 © $69.99
L subscribe 2 GB Subscription Service © $4.99 © $49.99 © $89.99 © $124.99
------ ST 5 GB Subscription Service 0 $7.99 0 $79.99 © $149.99 O $199.99

- = 10 GB Subscription Service © $12.99 © $129.99 © $239.99 © $329.99
ransaction _ _ - -

& Histary 4 20 GB Subscription Service ) $19.99 ) $199.99 © $359.99 O $499.99
AT S RS 50 GB Subscription Service © $35.00 O g390.05 O gem9.99 O 09099

100 GB Subscription Service @ $69.99 @ $699.95  © $1249.99 © $1749.99
Paid Group Account

Group User License Monthly Annual 2-year 3-year
Refer Your Friends ‘ 5 users group licenses @ &7.09 @ ¢79.99 ) ¢54.99 @ 479.99

First, order a new subscription plan. Next, cancel your old one. To cancel a
subscription, click on Current Subscription, then click on an order item ID.
Click the Cancel button. Unused credit from your old subscription will be
used toward your new subscription automatically.

Important: If you are downgrading, you must make sure your storage usage
is less than the storage provision of your new subscription.

If you have any questions or experience any problems with subscriptions,
please contact support@drivehqg.com.
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Downgrading to Free Account

To cancel a subscription:

e You must delete your files and reduce storage and download bytes usage
e If you have a group account, you must delete all sub-user accounts.

Then go to My Account, click “Subscribe”-> “Current Subscription” -> Order
Item ID -> Cancel

Account Details

Account Balance

é B O

Account Optians

Customization

Z]

Group Account

& | 6

Subscribe

@

Deposit

Transaction

Your account type is:
Paid Group Account
Refer Your Friends

( Subscribe I( Current Subscription n

- Fleaze note annual service is treated as Prepaid Monthly Service.

- All =ervices are recurring until canceled.

- DriveHQ does not autematically debit your credit card. Please make monthly payments or pay several
months at once. Annual service is recommended.

Order Item ID Order Date Service Name Price
11586 7/14/2010 10:28:19 AM 10 users group licenses $5.00
115584 7/14/2010 10:28:19 AM 10 GB Subscription Service £15.17

Upgrade, change or cancel subscription

If yvou want to upgrade your service or change your service from monthly plan to annual plan, you
can make a new order and cancel your current subscription. You won't lose any un-used credit.
You can also make a deposit to your account. The amount should be equal to or greater than the
service price minus remaining balance in your account. You should then send an email to
suppeort@drivehg.com.

We recommend our users switch to annual plan. You will get a discount of two months off.

- To cancel your service, please click on the service you want to cancel and then click on the
Cancel button.

* Based on our service agreement, you won't receive a refund if you cancel your service. However
the remaining balance can be used to upgrade your service.
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ﬁ’ Account Details
EI Account Balance
% Account Optians
Custamization
% Group Account

Bj Subscribe

= Deposit

tﬁ Transaction

Histary

Your account type is:

Order List - View Order - View Order Item

Product Name:

Order Item ID:

Product ID:
Unit Cost:
Status:
Ship Date:

Mote:

= zack to view Order

& Back to order List

10 users group licenses

11586

20231

$ 5.00

Completed Order
771472010

Annual service maps to monthly service

Cancel subscription

Source:

Order 1D: 54881
Quantity: 1
Ship Cost: % 0.00
Tawx: % 0.00

83

If you have multiple subscriptions, you need to cancel your subscriptions one

at a time.

Depositing Money

You can deposit money into your account at anytime. It will be deposited as
a Cash Balance. You can use the credit in your cash balance to purchase
subscriptions or to leave it for future payments of your current subscriptions.
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[/[ Account Details B
Deposit 128-bit  AythorizeRet
[:2:] Account Balance SSL Secured
Credit Card Processing
Account Options

Tour deposit {payment) will be kept as cash balance on your account, or used to pay for any
outstanding balance, vou can use it for all DriveHQ services, It is recommended to pay several
rmonths at once, or pay annually to get two months off, Payment of less than $10 will incur
$0.5 transaction fee.

Customization

&4 Group Account

:_/f Subscribe -
Deposit by PayPal: PayPall
= Deposit
Transaction
A I C ]
& History Deposit by credit card: VisA c DiSEt_‘g!"EE(l .—_-—E ";522‘225

Wour account type is:
Paid Group Account
Refer Your Friends

]

Pay by Company Check

]

Asle another member to transfer balance to you.

DriveHQ accepts several payment methods:

e Credit Card

e PayPal

e Company Check
e Bank Wire.

Note: company checks and bank wire are processed when received.

Transaction History

Access your transaction history from the My Account page.

| %0.5 transaction
&, Group Account
@ Yiew Transadion List

'_/f Subscribe @ Wiew Order List
Deposit % Yiew Sales History

. View Statement List
'Eﬁ Transaction b
Histary Current Subscription

Transaction History
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View Transaction List:

View Order List:

View Sales History:
View Statement list:
Current Subscription:

Print Invoices

transfers
View all orders

(Available to resellers only)
View monthly statements
Display all current subscriptions

After you order a subscription service, you will receive an “Order

Confirmation and Invoice” email, which can serve as an official invoice for

View all transactions, i.e. deposits, withdrawals,

accounting purposes. If you don’t receive this email or cannot find it, you
can print it online. Go to My Account, click “Transaction History”, then
select “View Transaction List” or “View Order List”. You can click on the
Transaction ID or Order ID to see more details. Select “Print Invoices”.

j Account Details
it Account Balance
Account Options
customization

Qh Group Account

Transaction List

_,n'\' From: I {rmm/ddfyyvy) to I {rm/dd ) Search |

Last &4 Hours Last 7 Days Last 30 Days Last 90 Days Last Year

Page 1 of total 1 pages

Transaction

Vel amesint fvma i

1

|| subscribe L rethd e

=) Deposit 7305165 online Wallet gﬁéﬁglpum

il Eri?{'osrimm B 7305148 online Wallet g{i;{iglpum
7305131 Cnline Wallet ;fi;/iglpﬂm

Type

Withdraw

Deposit

Deposit

Cash
Amount

$ 649,98

$ 0.00

$ 0.00

Status

Completed

Cormpleted

Cornpleted

o

Print
Invoices

Print

Print Invoices
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FTP Server Hosting

Introduction

DriveHQ’s FTP server hosting is integrated with your DriveHQ online storage
account. No software installation is required to use FTP. You can use any
web browser, FTP client, or Windows Explorer.

Just enter: ftp://USERNAME:PASSWORD @ftp.drivehqg.com/
Detailed FTP server hosting information is available online at:

http://www.drivehg.com/ftp/
Click "FAQ"” and “Expand All".

FTP Server

The main DriveHQ FTP Server is: ftp.drivehq.com
Premium users can also access: proFTP.drivehq.com

Using FTP, you can log on to your online storage account with your DriveHQ
username and password. Logging on via FTP will bring you to your root
directory. On FTP clients, you don’t need to specify a root directory. Leave
the field empty or type in “/”.

FTP Service Restrictions For Free Users
It is strictly prohibited to use our FTP hosting service for the following:

e Storing and transferring pirated material

e Storing and transferring adult content

e Using automatic software and devices that log on to the FTP server
frequently. If you use a surveillance camera that automatically
uploads photos and videos, you must notify DriveHQ and gain
permission. Also, you must be a premium user.

e KeylLoggers: if you have a legitimate reason for using a KeyLogger
with our service, you must notify DriveHQ first and provide a copy of
your photo ID. You must also be a premium user.

e If you use a surveillance camera that automatically uploads photos
and videos to DriveHQ'’s FTP server, you must become a premium user.


http://www.drivehq.com/ftp/
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FTP using Windows Explorer

Windows Explorer can be used as a simple and convenient FTP Client. If you
need to transfer a lot of files, we recommend using File Manager or an FTP
client.

To connect to DriveHQ's FTP server using Windows Explorer, launch
Windows Explorer (or open "My Computer”) and enter the following address:

ftp://USERNAME:PASSWORD@ftp.drivehg.com/

Using FTP, you can drag and drop files between your online and local folders.
You can also create folders. Double clicking a file will open it.

Mac users can use Mac Finder or download free FTP client software such as
FileZilla which support dragging and dropping.
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Configuring FTP clients

You can access your online storage with any popular FTP clients, including
Smart FTP, CuteFTP, WS FTP, and FileZilla. To configure your FTP client,
please use the following.

FTP server: ftp.drivehqg.com or
proFTP.drivehg.com (premium users only)
Port number: 21
Username & password: your DriveHQ user name / password
Remote directory: Leave blank or enter "/”. You can also enter a

folder that’s in your online storage.

Note: When accessing behind a NAT or firewall, please set FTP access mode
to PASSIVE. (Microsoft command-line FTP doesn't support passive mode.)

proFTP.drivehqg.com is an FTP server dedicated for premium users. It has
better support for FTP in ACTIVE mode. Microsoft command-line FTP is likely
to work when using with this server.

Anonymous FTP

DriveHQ'’s FTP server supports anonymous login. You can access published
folders anonymously. For more information, please see the section on
publishing.

If you want to access a published folder using FTP client software, the
publisher's username must be known.

You can accessed published files by typing in your web browser:
ftp://ftp.drivehg.com/username. You can also log in to an FTP client with
username "anonymous" and use your email address as the password. Once
connected, change the folder to "/username", and you will see all folders
published by account “"Mike”.



ftp://ftp.drivehq.com/username
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Online Backup

& DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehg!

Driver© Online Backup
Enterprise Edition ifome Restore Manage Tasks

Create a backup task /

Restore files/folders /

Manage existing tasks

Enterprise Offsite Backup.
Backup PCs, Laptops & Servers.
No Backup Device Needed.
Easy, Secure, Reliable.

. My DriveHQ account /

© 2003-2010 Drive Headquarters, Inc. All rights reserved.

There are many reasons why you should use Online Backup:

e Backing up your files offsite ensures protection against major disasters

like earthquakes, floods, fires, and hacking.

No need to buy or setup a backup device

Back up and restore files from anywhere.

Back up any computer using one account

Back up servers even when nobody is logged on

Automatic resuming if internet is interrupted

DriveHQ has multiple levels of redundancy to protect your data, making it

more secure than traditional local backup.

e Our servers are located on a state-of-the-art data center, which is co-
located with Hurricane Electric. The facility has 24x7 onsite security and
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surveillance cameras, virtually unlimited network bandwidth, and
redundant network and power supplies.

Main Features

e Schedule backups

e Set up real-time backups

e Supports incremental backup: backs up only new or modified files since
the last backup.

e Supports Volume Shadow Copy: back up open (or locked) files like

Outlook’s PST files or other database files.

File versioning

Back up multiple computers

Supports HTTPS/SSL

Folder encryption

Data compression for faster data transfers

Data caching for faster uploads and downloads

MagicUpload enables instant file transfers if they are already on our

servers.

e Access your backed up data from anywhere!

Getting Started
Download Online Backup:

http://www.drivehg.com/backup/DownloadOnlineBackup.aspx

Install the 32-bit version on a 32-bit operating system and the 64-bit
version on 64-bit version operating system.

Which version operating system do I have? To find out, open this link in
Internet Explorer.
http://www.drivehg.com/downloads/FindOSVersion.aspx

Troubleshooting Installation
On some computers, installation might fail. If this happens, check:

1. if you are installing the right version of Online Backup. See above.

2. Make sure you don't have any anti-virus or security software that is
blocking the DriveHQ installer.

3. Make sure your organization allows you to install software on your
computer.

4. Make sure the installer file has a “.exe.” extension. Some security
software will change the extension.


http://www.drivehq.com/backup/DownloadOnlineBackup.aspx
http://www.drivehq.com/downloads/FindOSVersion.aspx
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Starting Online Backup

When starting Online Backup for the first time, you will be prompted for your
username and password. If you have a DriveHQ account, please select
“Already a member” and proceed. Otherwise, enter your email address to
create a temporary account.

Temporary Account
If you are not a member, enter your email address and click submit.

| & DriveHQ Online Backup e 0 |

‘)/ Welcome to DriveHQ Online Backup, the best secure online

~  backup software! Online Backup can autoratically protect your
data in real-time or in scheduled mode. Your data will be secure
and reliable on DriveHQ storage.

Q MNot a member? c Already a member?

— Please input your email to start using Online Backup —

Email Address: [
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Congratulations! & temporary account has been created for you,
Please check your e-rmail for logon info and change your usernamefpasswiord,

Please make sure to check ywour junk rmail folder as your ermnail server might filker
DriveHD ermails,
If ywou don't receive the email, please try again with a different email address.

(1].4 J

e

[ & DriveHQ Online Backup - Log On

= Online Backup Log On

User Name: trpl102793064
Password: L .
[7 Remember logon info [7 Logon automatically

I forgot my logon info

loson ) uSinup.y uCenceliy

This is only a temporary account. You will be sent a welcome email with
instructions on how to set up your account and change your username and
password. The email should be delivered within 10 minutes, but could take

up to 30 minutes.

If you don’t receive the welcome email, check if it’s in your junk or bulk
folders. Most likely your email service provider has filtered or blocked
DriveHQ emails. Please notify your system administrator or ISP not to block

DriveHQ emails, or try a different email address.
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Backup Tasks

Everything you back is broken down into tasks. When you create a backup
task, you specify which folders to back up and when. A backup task can be
edited or deleted. Backup tasks allow you a lot of flexibility.

Taking into consideration the way the system is designed, for each backup
task, you can only select backup source folders and files within one parent
folder. Online Backup supports incremental backups which means only
changed or new files will be backed up each time a task is run.

What should you back up?

We recommend only backing up important files. In general, you should back
up your My Documents folder and any folders where you save personal or
business data.

We recommend not backing up the following:

Windows Operating System files

The “Program Files” folder

All system and application temporary files
The Recycle

System files and hibernation files

You don’t need to back up your operating system files because they can be
recovered using your computer’s recovery CD. You can always reinstall it
too. Typically, operating system files cannot be restored without using the
Windows recovery software. It's not usually necessary to back up program
files since they are usually easy to re-install. Also, restoring these files may
not always restore the software.
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Types of Backup Tasks

& DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehg!

Driver© Online Backup

Enterprise Edition Create Restore Manage Tasks

f)/ Create a backup task

Quick Backup
Create a small real-time backup task ‘

(.

in one step. /
Advanced Backup
Create a scheduled backup task with ‘
advanced options. /
You can create multiple backup
tasks to backup different Email / Datab Back
. . mai atabase Backup
folders and files. It is o S
recommended to group your data large emails and database files.
into different backup tasks.
\_ © 2003-2010 Drive Headquarters, Inc. All rights reserved. 2

There are three types of backup tasks:

e Quick Backup
Create a real-time backup task in one step. This is recommended
for a small folder with only a few files. For large folders, we
recommend doing an Advanced Backup.

e Advanced Backup
Back up any size folders using a scheduled backup task with
advanced options.

e Email/Database Backup
With this option, you can back up email and database files such
as an Outlook PST file. You can also back up any folder that
contains open files such as Quickbook data files. Designed to
back up large “open files”. *Open files” are opened and



Drive Headquarters 95

Internet is your local drive!

constantly being written to. Such files are also referred to as

“locked”. Microsoft Outlook PST files are considered “open” as
Outlook is running all the time. Some database files are also
“open” as the database server software is always running and
writing to the file. Usually you cannot copy, edit, or delete an
“open file” until you close the application using it.

Creating a Quick Backup

Click on “Quick Backup” to create a real-time backup task. Then select a
backup source folder(s). Remember, you can only select source folders
belonging to the same parent folder. Then click “Finish”.

B DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehg!

» Online Backup

Enterprise Edition t Restore Manage Tasks

—_)/1 Create a backup task — Quick backup

Select a small folder that you want to backup in real-time. A very big folder / file may take a
long time to backup and may not be suitable for real-time backup.

Select files and folders
Elj(= ize | Da o |
Y Size | Date M
3 v OO iveHQ SyncFolder 06411420
T T J LET;TL[I);:L(C,) OiFreebrivehg SyncFolder 11713720
+)-age Local Disk (D) @MY Music 07/02/20
¥k DVD Drive (E2) &My Pictures 05/21/2C
+ \:g My Netwark Places El=5my Q0 Files 03,/19/2C
2 Recycle Bin =My Received Files 03/12/2C
[C2) DriveHGServiceManual Ily Stationery 04/08/20
=) Fm iy Yideo 03/19/2C
o oB
3 pic
+-7) Task
[il I | [ll

© 2003-2010 Drive Headquarters, Inc. All rights reserved.
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B’ DriveHQ Online Backup

The backup task Backupd wil be created, This task autornatically backs up the
selected filesffolders online in real-tirne as changes occur, Please click OK to start
backup,

\ Cancel ‘

0 riveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehq!

DrveH o Online Backup

Enterprise Edition Restore

-_)/1 Manage your backup task(s)

Yiew Task &3 Refresh
Mame | Remote Size | Type | Last Backup | Progress | Time Left | Status |
Backupd 590 KE Real-time This task is running. 57 min Running

© 2003-2010 Drive Headquarters, Inc. All rights reserved.

Y

Progress of the backup task.
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Creating an Advanced Backup
Click “Advanced Backup”. Then select the source folders to back up

Browse
B @ Deskkop
(& My Documents
[+ e Local Disk (C:)
[+ g Local Disk (D:)
[+, DVYD Drive (E:)
= \g My Network Places
# Recycle Bin
|) DriveHQServiceManual
) FM
o8
(=) pic
#0) Task

riveH o Online Backup

Enterprise Edition

?J Create a backup task —
; Step 1. Select the files and folders to back up.

& DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehq!

m I

Manage Tasks

Advanced backup

Select files and folders

I~ Name | Size | Date Modified |
Oeec: 29,302,528...
Dy 126,985,76...

© 2003-2010 Drive Headquarters, Inc. All rights reserved.
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If you are not sure about which folders you should back up, click “"Help Me
Select Files” for suggestions.

Scheduling Your Backup:
After you select a source folder, click “*Next” to set up the backup schedule.
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& DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehg!

DriveH© Online Backup

Enterprise Edition m @ Restore Manage Tasks

:)J Create a backup task — Advanced backup

Step 2. Select a backup type. Skip step 3 and 4 if you choose real-time backup.

/f Real-time backup 6 Scheduled backup

Continuously backing up files and folders. Schedule a backup task to be run later.

Step 3. Select a backup schedule option.

? One time only 6 Daily
= A
€ weekly  Select day of week: Sunday B |
Step 4. Please enter backup time.

Start the backup task at: 07 : 130

© 2003-2010 Drive Headquarters, Inc. All rights reserved.

Step 2: make sure Schedule backup is selected.

Step 3: select when you want the backup task to run and the frequency.
Step 4: enter backup time. The valid time format is from: 00:00 to 23:59
and uses your PC's local time.

Click “"Next”.
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B DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehg!

DrveH O Online Backup

Enterprise Edition t Restore Manage Tasks

-_}/] Create a backup task — Advanced backup

Step 5. Please input your backup task name and description.

Backup task name:

Backupl

Description:

Backupl

Exclude these files: (eqg. *.bak|tmp?.*)
Exclude these sub-folders: (eq. trpfolder*)
This task is valid fram 2010- 7-15 LI to IZDQQ- 1- 1 LI

|— With Encryption Maximum number of versions to keep: |1|:| E

L N

© 2003-2010 Dnve Headquarters, Inc. All nghts reserved.

-

Enter a backup task name and description. Only use alpha numeric
characters (a-b, 0-9).

Excluding files from the backup task
You can exclude file names or file types from the backup. Separate multiple

items with “|”. Use “*” as a wildcard. For example, “*.exe” will exclude all
files with the .exe extension. You can also input folder paths.
Example:

e * bpak | tmp?.* | ~* *

e Temp\*.* | log\personal\*.log

e temp | tmp* | logs\personal | backup\old*
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Online Backup with Folder Encryption

If you select "With Encryption”, the backup task will encrypt your data
locally before uploading the files to DriveHQ. You must set up an encryption
key first. If you have not done so, it will prompt you to enter one.

When you upload a file to DriveHQ using File Manager or Online Backup,
your files will be encrypted locally before they are uploaded. Your files will
remain encrypted on our servers, making them extremely secure, more so
than using SSL alone.

Your encryption key is never stored on our servers. Therefore, if your
encryption key is lost, DriveHQ WILL NOT BE ABLE TO HELP YOU.
Please write it down in a safe place.

Also, if you change your encryption key, it will only affect files uploaded later.
Files already uploaded will remain encrypted with the old key.

File History

Online Backup can keep multiple versions of your files. By default, the
maximum number of versions to keep is 10. So if you back up a file, and the
file is later modified, the current file will be saved as an old version. You can
set how many versions to keep. This provides an extra protection in
guarding against accidental file overwriting.

Keeping multiple file versions may increase your storage usage. However, if
you only modify small file types like HTML, MS Word, and Excel, it should not
increase significantly.

Some backups, however, will use a lot more storage with file version history
enabled. For example, if you back up a large Outlook PST file that’s 500MB.
PST files change every time you receive, delete, modify, or send an email.
So when the backup task runs again, it will upload the new version and save
the old one. In these kind of scenarios, we recommend keeping only 2
versions.

Click “Finish” and your backup task will be created.



Drive Headquarters 101

Internet is your local drive!

B DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehg!

DrveH O Online Backup

Enterprise Edition

-_)) Manage your backup task(s)

. ¥Yiew Task Eﬁ‘ Refresh
[Mame I Remote Size I Twpe | Last Backup I Progress I Time Left | 5
Backupl 21 MB Real-time This task. is running. 2 hr 2 min i
Backupl 0E Backup daily schedule Mot backed up vet. Re
[il 1 ] [Ll

Show Progress LT LS 1T T S =11 S .| S

© 2003-2010 Dnive Headquarters, Inc. All rights reserved.

Backup tasks are listed oldest to newest. You can see the “Last Backup”
column displaying “Not backed up yet”. The task will run at the scheduled
time. You can manually start a backup task by selecting it and clicking

“Start”.
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Managing Backup Tasks

& DriveHQ Online Backup - Enterprise Edition - Welcome drivehgexample!

DriveH© Online Backup

?j Manage your backup task(s)

View Task &2 Refresh
Name I Remote Size l Type ] Last Backup I Progress | Time Left I Status ]
Backup0 0B Backup weekly ... Not backed up yet. Ready

© 2003-2010 Drive Headquarters, Inc. All rights reserved. J

\

Click the “"Manage Tasks” tab to see the task list. The column “Remote Size”
displays the backup set size. The remote size might be bigger than your
total file size if you have File History/versioning enabled.

Other columns:

Last Backup
This is the task’s last backup date. If your backup task is in real-time and no
files change, the backup date will not be updated.

Backup Status:
Displays information about whether a task is ready, running or canceled.

Refresh:
Click “Refresh” to update information on this page.
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You can also select a task to delete, edit, or start.

Deleting a Backup Task

From the Manage Tasks screen, select a task and click “"Delete”.

Ok to delete the 1 selected backup task? Filel(s) backed up online wil be deleted if
vou check the checkbox belowe, Mote you cannot restore fileds) for the selected
backup task if you delete the Backup Set anline,

v Delete Backup-Sets on Server,

[ S m————

. .

Please read the message carefully. If you select "Delete Backup-sets on
Server”, then the files backed up to DriveHQ will be deleted. If you don’t
select it, the backup task will be deleted, but not previously backed up files.

You can always delete them later using the website or File Manager.

Editing a Backup Task
From the Manage Tasks window, click “Edit”.
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I & DriveHQ Online Backup o I T AJINGWANkS

Source folder:
=) Edit the backup task. o
Backup task name: Backupl Source files and sub-folders:
Description: Backupl M5 work ‘YA‘:
O Config.Msi |
Select a backup type: O Documents and Settings
( Real-time backup @ Scheduled backup B‘j?:;}e
Set backup schedule : OcmMsocCache
. \ Q O CoMew Folder
€ One time only @ Daily 0= pagefile.sys
- OProgram Files
©  weekly Select day of week: - CJCORECYCLER (sl
Starting time: 03 : 00 Exclude these files:
This task is valid from 2010- 7-15 v| to [2099- 1- 1 ~| S e
Maxirmum number of versions to keep: iO E
{eq. *.bak | tmp?.* | tmpfolder*) @
\. '

You can edit the backup task’s settings.

You cannot change the “"Encryption” setting of an existing backup
task, i.e. if a backup task was created without encryption; it cannot be
changed to “with encryption”. Encryption is performed locally by your
computer using your own encryption key. If the files were already uploaded
to DriveHQ, then it cannot be decrypted/encrypted by the server. To change
the encryption setting, you have to delete files on server and upload them
again. You can easily delete the existing task and the backup sets on Server,
then re-create a new backup task.

You can remove files and folders from the backup source folder;
however, if you need to change the backup source root or parent
folder, you must create a new backup task. Online Backup is designed
to group different root folders as different backup tasks. You cannot back up
source files from two different root folders in the same backup task.

Deleting un-used files on server.

After you've backed up your data, if you delete a file in your backup source
folder, the file in your online storage will not be deleted.
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You can manually delete these files to reclaim storage space. To do so, click
the “Delete un-used files on server” button. Files that are on server but
whose corresponding files are no longer in the source folders will be deleted.
Viewing Backup Task Progress

When a backup task is running, clicking the Show Progress button will
display backup progress.

B DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehg!

DrveH o Online Backup

Enterprise Edition Restore

-_)) Manage your backup task(s)

Yiew Task £ Refresh
Mame | Remote Size | Type | Last Backup | Progress | Time Left | Status |
Backupd 590 KE Real-time This task is running. 57 min Running

© 2003-2010 Drive Headquarters, Inc. All rights reserved.




Drive Headquarters 106

Internet is your local drive!

=) Task BackupO is running.

Initial backup will upload all the selected files and can take sarme time, The
subsequent task will be much faster, as only the changed files will be
uploaded again. vou can click "OK" and let the task run in background.

(;_

Estimated tirme left: 49 min { 3 MB of 72 ME Uploaded }

Transfer rate: 24 .2 KB/sec

Information: Transferring data. ..

Uploading file: ciidocuments and settingsijingwangimy documentsimy musichi
File Path | Size | Progress |Timeleft| Status ] P

. ETFEONDZ9308CE0Y-351 374 KB(37.., [ 0% | 000000 Waiting
. ETFENNDZ9308CE0S-914 74 KB(74KE) [ 0% | 00:00:00  ‘Waiting
. JETFENNDZ9302CE0Y-AFE 70 KB(70 KE) 00:00:00  Waiking
. METFENNDZ9308CE0O-41B 7S KBS KE) [ 0% | 00:00:00  Waiting
. ETFENNDZ9308CE0O-C4E 74 KB(74KE) [ 0% | 00:00:00  Waiting
o 'I,Du:ucument 'I,Desktcup ini 186 8{186 E:) m 00:00:00  Wwaiting [t |

~Begschedule my Dackup 1ask) el DK/

You can see the total amount of data to upload, estimated time, and transfer
rate.

The progress window can be used to trouble shoot any upload problems. If a
backup task starts normally but fails later, the progress window can show
where the point of failure was, i.e. which file transfer failed. You can
manually restart the backup task from the Manage Tasks window. If it fails
again at the same file, then the particular file may be causing the entire
upload to fail. If this happens, please contact support@drivehg.com

From the Progress Window you can also pause the backup task.

Email and Database Backup
On the main screen, click “"Email/Database Backup”
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EE‘ DriveH[ Online Backup 5.0

We would suggest you to use DriveHD Ermail Manager for ermnail backup!
It is the first software that can manage your emnails like files, drag-S-drop or
autornatically backup your Outlook [ Cutlook Express f Windows Mail in real-time or

scheduled tirmes, It can also belp migrate your erails frorm one computer to another
COmputer,

|v Don't show this message again.

Please read the message carefully. If you just want to backup your Outlook
or Outlook Express emails, you can use DriveHQ’s Email Manager, which lets
you back up emails more efficiently than Online Backup.

Click “Continue”.

B DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehg!

Online Backup

Enterprise Edition cate Manage Tasks

—_)/1 Create an email / database backup task — Select the source folder

This wizard helps you backup Outlook Email files and database files. A snapshot of the folder will
be created before files are backed up to DriveHD.

Please select your source folder: Micrasaft Outlaok

Source folder:

CDocuments and Settings\JingwangsLocal Settingshapplication DatahMicrosofthout

. Browse
Backup task name:
Microsoft Qutlook E-rail Backup
Description:
Microsoft Qutlook E-mail Backup
[ with Encryption Maxirurn nurnber of versions to keep: |2 3

[ S . -

L © 2003-2010 Drive Headquarters, Inc. All rights reserved.
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Online Backup will locate your Outlook data folder automatically.

If you want to back up other email clients or databases, you can click on the
drop-down box and select "Other email client or database”. You will need to
click on the “Browse” button to manually select the source folder.

The recommended backup schedule for this type of backup task is weekly
and you should only keep 2 versions. This is because...

Outlook PST files and other database files tend to be very large, which
take a long time to transfer.

Online Backup supports incremental backup and resuming. However,
because database files are single large files, incremental backup
cannot be performed. Also, these file types change every time a new
email is received, a reply sent, a contact updated, etc. The database
file will change dramatically as the data storage and indexes become
affected.

Therefore, every time you back up a PST or database file, the entire
file must be uploaded. If you need to back up your Outlook email
every day, use Email Manager instead. If you need to back up your
database every day, use an incremental backup tool, such as Microsoft
SQL Server. You can then back up the “incremental backup data” to
DriveHQ every day.

Click “Next”.
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& DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehq!

) Online Backup

Enterprise Edition

-)) Create an email / database backup task — Set the schedule

Select a backup schedule option.

/( One time only ? Daily

/é weekly Select day of week: | gunday b

Please enter backup time.

Start the backup task at: 11 : 30

Please enter valid date.

This task is valid from IZUIU' 6-15 ;j to Izogg_ 1- 1 Ll

k) milaiha

© 2003-2010 Drive Headquarters, Inc. All rights reserved.

Select the backup schedule. The Real-time option is not available as before.
Click “Finish” to create the backup task.

Restoring Backups

After a backup task has run, you can restore it. You have several options
when restoring a backup:

You can restore your files...
e to their original location or to a different one
e to a different computer
e an entire backup task’s files or only a single file
e files from an older backup task

Files can be restored with Online Backup, the website, File Manager, or an
FTP client.

To restore files using Online Backup, click the “Restore” tab.
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-1 DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehq!
DriveH O Online Backup
Enterprise Edition Manage Tasks
-_)) Recover your data files and folders

5 lisk of tasks Mame I Original Location | Size I Backup Date I
Micrasaft Oublack E-mail Backup | > outiook CiDocuments and ...  10,999KE  07/15/2010 14:33:19
Backupd

B [3]

\ © 2003-2010 Drive Headquarters, Inc. All ights reserved. y

On the left side is the task list. On the right side are the backup task’s
folders and files.

Restore all files and folders
If you want to restore all files and folders of a particular backup task, select
the backup task on the left pane and right-click it.



Drive Headquarters 111

Internet is your local drive!

& DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehg! (> ]

DrveH O Online Backup

-_)/] Recover your data files and folders

[C5) list of tasks Mame | Criginal Location | Size | Backup Date |

Microsoft Outlook E-mail Backun | == e ADocuments and ... 10,999KE  07/15/2010 14:33:19
Backupil Restore to the original location

Restore to a new location

‘i] 111 lm

\ © 2003-2010 Dnive Headquarters, Inc. All rights reserved. y

Restore the whole backup task screen

You can restore to the original location or to a new one.
Either one will bring up a pop up:
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| & DriveHQ Online Backup ]

Q Restore the latest version

(' Restore the version before:

| 6/ 2f2010 LI | 5:50:40 PM ﬂ

From the above screen, you can restore the latest version files, or an older
version. The file time is based on your local computer time. Click "OK” to
begin restoring.
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& DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehq!

» Online Backup

Enterprise Edition Restore Manage Tasks

-_)J Your backup set has been successfully restored. Please note DriveHQ uses
incremental restore so it can be very fast to restore your files.

To restore more backup sets, please click the "Restore more files" button.

. Restore more files “

© 2003-2010 Drive Headquarters, Inc. All rights reserved.

"
Restore finished confirmation screen

If you select “"Restore to a new location”, you will need to select a local
folder.

Restore Selected Files

In the right pane, you can see files and folders of a backup task. You can
double click a folder name to navigate to sub-folders and files. Select the
files or folders you want to restore. You can select multiple files by holding
the ctrl or shift key. Then select “"Restore to Original Location” or “Restore
to New Location”.

Restore Old Version Files

From the “Restore” tab, click a task name and navigate to the file you want
to restore. If you want to restore an older version file, then you can only
select one file at a time. After you select one file, the “"Show History” button
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at the bottom left will become enabled. Click it and select the version you

want to restore.

) Online Backup

Enterprise Edition

) list of tasks

-_)/1 Recover your data files and folders

MHarne

-1 DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehq!

| Original Location

I Size

Manage Tasks

Backup Date

[»

Micrasoft Outloak, E-mail Backup

Backupd

‘L” T m

Excell,xls

CiwarklExcell . xls

17 KB

07/15/2010 14:33:32

| @]Excellﬂ.xls

EExrelt1.xs
EExceliz. vs
EExcel1a. s
EExcelid. s
@]ExcellS.xls
EExrelie s
@]Excell?.xls
EExrel1n s
EExcelin.vs
EEwcelz. s

B Excelzn. s
@]Excel&xls

EErel4. s

EExcels. ds
(2]

CWorklExcel10,xls
CiwWarklExcell . xls
CiwWarklExcell2,xls
CiwWarklExcell 3, xls
CwarklExcell4,xls
CworklExcellS, xls
CiwarklExcell6,xls
CWorklExcell7 . xls
CiWarklExcell8.xls
CiwWarklExcel19,xls
CiwWark\Excel2, xls

CwWarklExcelz20,xls
CiwWaork\Excel3. xls

Ciwark\Exceld, xls

CiWorklExcels. «ls
1

17 KB
17 KB
17 KB
17 KB
17 KB
17 KB
17 KB
17 KB
17 KB
17 KB
17 KB
17 KB
17 KB
17 KB
17 KE

070152010 14:33:32
07/15/2010 14:33:32
07/15/2010 14:33:32
07/15/2010 14:33:32
07/15/2010 14:33:32
07/15/2010 14:33:32
07/15/2010 14:33:32
070152010 14:33:32
07/15/2010 14:33:32
07/15/2010 14:33:32
07/15/2010 14:33:32
07/15/2010 14:33:32
07/15/2010 14:33:32
07/15/2010 14:33:32

07/15/2010 14:33:32 M

(2]

© 2003-2010 Drive Headquarters, Inc. All rights reserved.

Click “Show History”.
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B File version history

ChwtorkdExcell s
Yersion | Backup Date | Size | Restore to
2 07/15/2010 14:46:57 17 KB
1 07/15/2010 14:33:28 17KE
Restore to New
\ r

Select a version to restore or delete.

Note: if you want to restore an older version of all files in the backup task,
then you must select the whole backup task to restore. Please see previous
section.
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Options

The Options tab lets you configure Online Backup and your account
information:

e My Profile: Displays account information

& DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehg!

Driver© Online Backup

Enterprise Edition

= | My DriveHQ Account
B Q Log Out 5]
\
LA My profile J
e — - User Name: FreeDrivehq
Account Balance
User Type: Free Member
—> Change Password
Email Address: - o]
& My options
First Name:
&  subscription
L Last Name:
B Encrypted Folder
Z H Number:
System Options SIS
Event Log
& Group Account Yisit files on DriveHQ.com
\ © 2003-2010 Drive Headquarters, Inc. All rights reserved. 7

e Account Balance: check your DriveHQ account balance and deposit
money.

e Change password: change your DriveHQ account password. If you are a
sub-user of a group account, contact your group admin. If you want to
change your username, contact support@drivehg.com.

e My Options:
= Remember logon information: Select this option so that the system
remembers your account username and password


mailto:support@drivehq.com
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= Automatically sign in: Automatically log in when the application is
started. This must be selected if using automatic backup.

= Enable Volume Shadow Copy: select this option if you back up open
files like Outlook PST.

» Configure a task to re-start automatically if it didn’t run at the
scheduled time.

= Caching: You can change the maximum cache folder size (default is
1GB) and/or cache folder location.

-1 DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehq!

) Online Backup

Enterprise Edition Manage Tasks

) My DriveHQ Account

Log out c7)
% My Profile |— rRermermber logon info |— Autarnatically sign in
Account Balance |7 Enable volume shadow copy
& wolume shadow copy allows files to be backed up
E'./’ Change Password even though they are in the process of being written to.
‘ If a task didn't run at the scheduled timme:
=, My Options J _
| @ autornatically start it in E minutes

‘% Subscription ’f-" Start it at the next scheduled time
Enc ed Folder Del = seconds before processing the changes for
- Ll El=Ty IE realtirme backup
System Options

Maximum cache file size: IIDDD g MB
Event Log .

Location of the local cache folder:
% Group Account ChDocurnents and SettingsiLocalZerviceh\appl change

© 2003-2010 Drive Headquarters, Inc. All rights reserved.

At the bottom are 3 buttons: “"Save Change”, “View Cache Files”, and “Clear
All Cache Files”.

The cache folder is used to maximize download and upload speeds; if the
same file has already been uploaded or downloaded, it will not have to do so
again. It must be enabled in order to “enable volume shadow copy”. When
you back up an open file like a PST file, Online Backup will create a shadow
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copy, i.e. a snapshot of the file. It's then saved to the cache folder and
backed up to DriveHQ from there.

e Encrypted Folder:

B DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehq!

Online Backup

Enterprise Edition Manage Tasks

=) My DriveH(Q Account

Log out =i
B My Profile
The DriveHQ Encrypted Folder offers an un-matched level of
security and privacy. Encryption offers both secure transmission
Account Balance and storage of your files, Files are encrypted with vour private

key by DriveHQ Online Backup if the task is configured to ®

= Backup with encryption®, In this case, files are backed up to “My

l—_} Change Password Encrypted Data” folder. When you download files from this folder,
the encrypted files are downloaded and decrypted by Cnline

My Options Backup {or FileManager) transparently. You cannot download ar
manage encrypted files with IE or FTP,

‘% Subscription
You can change the encr_’yption key, The new key will only

En Folder apply to new uploaded files,

l crypted

System Options :
Mew Encryption Key: |

Event Log
Confirmn Encryption Key:

2 Group Account

LRI —

© 2003-2010 Drive Headguarters, Inc. All rights reserved.

Folder encryption is an advanced feature. DriveHQ is already very secure
with HTTPS and SSL. For more security, Online Backup (as well as File
Manager) supports folder encryption. You must enter a secure encryption
key. Your files are encrypted locally using your secure private encryption key.
The encryption key is never sent to DriveHQ's servers. This makes it
extremely secure. However, if you lose your encryption key, the files inside
the folder cannot be accessed. Not even DriveHQ will be able to help.
Upload the files you want encrypted to:

\My Documents\My Encrypted Data

The encryption key is automatically cached in your local PC. So if you upload
files/download files using DriveHQ client software, the files will be
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transparently encrypted and decrypted. You don’t need to enter the
encryption key each time you upload a new folder.

Once a file is uploaded to the encrypted folder, the file is encrypted with the
current encryption key. Even if you change the encryption key in the future,
previously uploaded files to the encryption folder will nheed the old key to
decrypt them. There is no way to change a folder’s encryption key. You
must remember all your encryption keys and the folders they are tied to.

e System Options:

o “Automatically run when I logon Windows": Online Backup will
run every time you turn your computer on.

o Show hidden files/folders: display hidden files like system files.
Must be checked in order to back up hidden files.

o Automatically start minimized: When starting your computer,
Online Backup will start in minimized form.

o Use SSL: turn this option on to upload and download files securely
with HTTPS/SSL

o Register Shell Menu: When you right click files in Windows Explorer,
Online Backup will appear in the menu.
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& DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehg!

DriveH© Online Backup
Enterprise Edition m Create | Manage Tasks

») My DriveHQ Account isgiouil

2 My Profile
|7 Automatically run when I log on to Windows

Account Balance
[T show hidden files and folders
E> change Password
[« automatically start minimized
& My options

o l_ Use SSL
Subscription
[« Register Shell Menu

-
[E] Encrypted Folder

F.. ‘System Options.

Event Log

& Group Account

GUSLhSY  mblliCe

© 2003-2010 Drive Headquarters, Inc. All rights reserved. y

.

Event Log:
The event log helps you monitor your Backup tasks. This feature lets you

receive daily backup status reports to let you know how your backup tasks
went. See screenshot below.
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B DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehg!

) Online Backup

Enterprise Edition Manage Tasks

=2 My DriveHQ Account
2 My Q Log out 5]
% My Profile Send backup status report to: freedrivehg@arnail.com
Account Balance |— When an error happens |— After a task finishes
E tt
E' Change Password s L
’7 Marmal |7 W arning
% My Options ’7 Errar
‘% Subscription Type | Task | Date Time | Description [~
@Normal Backupd  12/02/200% 13:06:13  Start backup kask,
% Encrypted Folder @Normal Backupd  12/02/2009 13:12:15  Start backup task,
@Normal Backupd  12/02/2002 13:13:49  Start backup task,
System Options @Normal Backupd  07/15/2010 13:39:01  Start backup task,
@Normal Backupl  O7/15/2010 14:14:41  Start backup kask,
MWormal  Backupl — O07/15/2010 14:14:48  Finish backup task,
= Event J @
[ Log @normal  Backupd  07/15/2010 14:15:51  Start backup task, |w |
< 1l >
«% Group Account u | u
\ © 2003-2010 Dnve Headquarters, Inc. All nghts reserved. y

Configure it to:
e Send backup status reports to an email address. Separate multiple
email addresses with “;”.
e Select the event types to log

Group Account:

To upgrade to a free group account, click “Free Upgrade to Group Account”.
One free sub-user license is included. If you are a group administrator
already, you can launch the group admin tool.

Advanced features
Online Backup’s advanced features include:
e Runs as a Windows (NT) service so you can back up your computer

(including server computers) even when you’re not logged on
e Back up network-mapped drives and shared folders
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e Back up multiple computers at no extra cost
e Supports group account service
e Access your backed up files on DriveHQ.com, File Manager, or FTP.

Run as a Windows (NT) Service:

Online Backup runs as two separate processes: DriveHQBackup.exe

and DHQBackupSvc.exe.

DriveHQBackup is the GUI program that you use to create,
manage, and monitor backup tasks. Once your backup tasks have
been created, the GUI program is not needed to run the backup task.

DHQBackupSvc is the back-end service which monitors backup
schedules and initiates the running of backup tasks. Once the GUI
program has created the backup tasks, this service is responsible for

running backup tasks.

By separating Online Backup in to a program and service, files can be
backed up even when nobody is logged on to the computer. The
DHQBackupSvc.exe service program can start automatically.

When you start the GUI program, it will make an attempt to connect to
the process. If it fails to connect, backups cannot be performed. You
must check that the backup service has been started. To locate it, go
to Administrative Tools > Services.

File Action Wiew Help

=101 %]

N EIEREEI IR

. Services (Local £} Services (Local)

DriveHO Backup Service

DriveHQ Backup Service Mame =~ | Description | Skatus | Startup Tvpe | Log On A:il
o Distribuked Link Tracki,..  Maintains links betwe,,.  Starked Aukomatic Local Sysl

Stop the Service: " Diskribubed Tramsackio,,,  Coordinates kransact,.,  Starked Automatic (... Metwork |

Restart the service . DNS Client The DNS Clienit servic,., Starked  Aubomatic Netwark ¢

Starked

DriveHQ Online Back. ..

Aukamatic

Local Sys

Description: . DriveH0 FileManagerFun DriveHQ FileManager,..  Starked Aukamatic Local Sysl
E:L\LZES Oriine: Backup NT service . Encrypting Filz Syste..,  Provides the core file. ., Manual Laocal Sysl
. Extensible Authentica,.. The Extensible Authe,.. Starked Manual Local Sysl
. Function Discovery Pr... The FDPHOST servic,..  Starked Manual Local Ser
“.Function Discovery Re... Publishes this comput... Manual Local Ser
",I Goodle Uodate Servic,..  Keeps wour Goodle 5. Aukomatic LT:aI S\;s i
1] | | Extended 4 Standard Fi
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By default, the service runs as your computer’s “local system” account,
which has access to all local files and folders. This account is different from
your windows logon.

Back up network drives

As mentioned before, the Online Backup service logs on as the “local
system” account. It may not have access to a network folder. To access a
network folder, you can change the service log on account to a user who
does have access to the shared folder.

To change the service logon account, double-click “"DriveHQ Backup Service”
in the services window. The properties window will open. Click on the “Log
On” tab.

DriveH( Backup Seryice Properties (Local Comp 5[

General LogOn I Fiecwer_l,ll Dependenciesl

Log on as:

" Local Systemn account

¥ | Allow service to interact with deskiop

£+ Thiz account: IYDUH_WiﬂdDWSLUSEHNﬁME Browse... |

EaSSWD[d: Ii.IIIliii.IIIll

El:lnﬁrm paSSWD[d: Il-III-III-III--

Help me confiqure uger account log on ophons.

] 4 I Cancel Apply

Change the Service Logon username
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From here, select "This account” and enter a username and password (must
have access to the shared network drive). It should be a Windows username,
not a DriveHQ one.

DriveHQ Backup Service Properties {Local Com El

‘General LogOn | Heu:u:wer_l,ll Dependenciesl

Log on as:

" Local Systemn account
¥ | illaw service b interact with deskiop

¥ This account; IYDUH_WiﬂdDWSLUSEHN-ﬁ-ME Browse... |

PaSSWD[d: Il-III-Ill-III--

EDI"IH[ITI FIEISSWDTd: IiIililiiiIilill

Help me configure uger account log on ophions.

ak. I Cancel | Apply |

Click “"Ok” to save changes. Then restart the service.

Back up multiple computers

You can back up multiple computers using one DriveHQ account. Even if you
back up the same folders on Computerl and Computer2 to the same
DriveHQ account, the backup tasks will never overwrite each other. Each
backup task is associated with a computer. For example, if you create a
Taskl on Computerl and task2 on Computer2, then on Computer 1, you will
see two backup tasks:

e Taskl

e Computer2.Task2
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Another example: the task "BRUCE-PC.BackupQ” is a task created on a

different computer with computer name “"BRUCE-PC” and task name
“Backup0”. When you select this task on this computer, you cannot start the
task, nor can you edit it. But you can view or migrate it.

DriveH O Online Backup

AUTGEIZIIAN ] Home | create | Restore |

-_)) Manage your backup task(s)

[N arne | Remate Size

| Type

| Last BEackup | Progress | Time Left

Bp DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehq!

Yiew Task & Refresh

@] Microsoft Qutlook E-mail Backup 11 MB
(a ERUCE-P. Backupd 0E

‘il 111}

Backup weekly ... 07/15/2010 14:33:19

Real-time

07/15/2010 15:36:14

| [

\ © 2003-2010 Drive Headquarters, Inc. All rights reserved.

Manage Tasks screen showing a task created on a different computer
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The source computer: BRUCE-PC

Source folder:

=) View the backup task on machine BRUCE-PC. En
Backup task name: Backup0 Source files and sub-folders:
Description:  Backup0 Test

Select a backup type:

T Realtime backup ©  scheduled backup

Set backup schedule

T one time only (3 Daily G‘

G Weekly Select day of week: Sunday b

Starting time: : ¢ |3 Exclude these files:
Hhizlaskiis ealtd froro 2 L‘ i I % ;I Exclude these sub-folders:

Maximurm number of versions to keep: | ] E

(eq. *.bak | tmp?.* | trpfolder*) @

'~

-

View a backup task created on a different computer

Migrate a backup task to a different computer

To migrate a backup task from one computer to another, use the migrate
feature. From the Manage Tasks window, select the task you want to
migrate, then click “"Migrate”.
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( & DriveHQ Online Backup 1

\=

.= Migrate a task to this computer
You are about to move the following task to the current computer,
Please note:
1) The latest backup set will be restored on the current computer.

l— Skip this step because the new source folder has the same files as the
current source folder,

2) After the migration, this task will only backup the new source folder on the
current cormputer, and it will no longer run on the previous computer.

Backup task name: ﬁBacku;U

Description: FB_ackupo
— Previous source — New source
— Please select a new source
Computer: BRUCE-PC folder on this computer:
Source folder: ;., Eix

dranse

. Migrate to current computer W

Please note:

1. The latest backup set on DriveHQ server will be restored to the current
computer.

2. After completing the migration, the task on the old computer will no

longer continue. The migrated backup task will back up only from the
new backup source folder.

After clicking “Migrate to current computer” button, the backup set will be

restored to the new backup source folder.
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& DriveHQ Online Backup - Enterprise Edition - Welcome FreeDrivehg!

veH O Online Backup

Enterprise Edition - Restore Manage Tasks

-_)/ Your backup set has been successfully restored. Please note DriveHQ uses
incremental restore so it can be very fast to restore your files.

To restore more backup sets, please click the "Restore more files" button.

. Restore more files “

© 2003-2010 Drive Headquarters, Inc. All rights reserved.

Migrate a backup task more efficiently

If you've backed up a lot of data into a single backup task, it could take a
long time to restore the data to the new source folder.

To make the transfer go faster, you can copy your old backup source data to
the new backup source location via usb, external hard drive, or a network
mapped drive. These methods are faster than transferring over the internet.

When the latest backup source data is at the new backup location, you can
migrate the task, making sure to use the same backup source folder. Select
the option “Skip this step because the new source folder has the same files
as the current source folder”. Online Backup will detect that the data is
already there and skip uploading.
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Group Backup for Businesses

For a small company that only needs to back up a few computers, you only
need one DriveHQ account.

If you need to back up a lot of computers, or if you have several sub-users
each needing their own account for privacy, then use our group account
service Please see the section on group account for more information.

Group administrators can check on the status of all their sub-users’ backup
tasks. To do so, go to your group admin tools page of the website. Then,
click “"Group Backup List”.

" T 1 . ™ Home | Enterprise Service | Partnership | Mobile Version | Log out
Drive Headquarters
Cloud Storage & Cloud IT Solution 5.0

Backup

Welcome drivehgexample! Group Admin

G Back @ Refresh
\':7_) User Management Group Backup List
Total Task Count: 1
& MNe Sub Group Administ User Name Backup Name Description Source Computer Type
drivehgexample Backup0 Backup0 VICTOR-PC Backup weekly schedule

ﬁ’?j Group Settings

¥ Group Account Balance

[ s

¥ Group Options

Access backed up files from the website

Online Backup is fully integrated with your online storage account. Backed
up files can be accessed using the website, File Manager, or FTP.

Your backed up data is stored in this folder:
My Storage\DriveHQData\DriveHQ WWWBackup\Data\

Encrypted backups are stored here:

My Storage\My documents\My Encrypted Data\
(encrypted files are accessible only through Online Backup or File Manager)
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File Manager

Overview:

File Manager is DriveHQ's flagship product for online storage, sharing,
publishing, collaboration and automatic folder synchronization. File Manager
works much like Windows Explorer and displays both local and remote files.
This seamless integration makes it easy to drag and drop files between
remote and local. In addition to all the features of the website, File Manager
also offers:

Folder encryption

Folder synchronization

File compression and caching for faster transfer speeds
Automatic download and upload resuming

Speed capping

Getting Started with File Manager

Download and install File Manager:
http://www.drivehg.com/downloads/downloadfile manager.aspx

Getting to know File Manager:

For a live demo of File Manager, visit
http://www.drivehg.com/downloads/downloadfile manager.aspx
and click “View File manager Live Demo”.



http://www.drivehq.com/downloads/downloadfilemanager.aspx
http://www.drivehq.com/downloads/downloadfilemanager.aspx
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Getting started

s Ty
|4 DriveHQ FileManager 7 X

welcome to DriveHO FileManager, the best software for
secure online storage, sharing, publishing, FTP and folder
synchronization,

® Mot a DriveHD member? "~ already a member?

Please enter your ermail to start using FileManager

Ermail Address:

Submit

s Al
Running File Manager for the first time

Enter your DriveHQ log-in username or password, or if you’re a new member,
create a new account by inputting your email address.
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& File Edit View Tools Help DhizelORiletanaocs -8 x

'
= -

BT (N e C o)z EhiEnRE sty EEN 5 if
—_— e ——————————————————————————————————————
(24 |2 brivera Root | [ wy computer =l
@ IO XE @ Q B~ G @O X EB&Q E-

Marne | Size|Type |Date Modified | ) fMarme ] Size[Type |Date Modified [
@Mv Starage 6,808 KE File Folder 2010-07-02 14:3.., ‘“e@ Local Disk (C:) Local Disk,

fQjDriveHQ Share 6,293 KB File Folder  2010-07-02 14:3... e Local Disk (D) Local Disk

éDriveHQ Contral ... File Folder  2010-07-0Z 14:3.., :ﬁ,D'«-‘D Drive (E:) CD Drive

Remote Pane Local Pane
h, LA

@ Max Space:5.32 GB, Free Space:s.31 GB

W

Frogress | Size | Time Left | Speed | Status | Lacal | Server | Action |

rai

Task Management Pane

LY

w Resurme fm Stop = Delete I’_Ready

File Manager

Remote Pane: your DriveHQ online storage account
Local Pane: your local computer
Task Management Pane: progress of data being transferred

Using File Manager to manage online storage

Your DriveHQ account begins at DriveHQ Root and contains three virtual
folders.



Drive Headquarters 133

Internet is your local drive!

r[:@ File Edit View Toaols Help DriveHQiFileManager
Eij ez 10 el Eiaarilezel I Bt G e ) ] HEl: [oTe BT
% |E DriveHQ Roo j @ & c
@ Pt © Q &a- <A @& O X
Mame | Size|Type | Date Modified | Name =
@My Storage 4,195KB  File Folder 2010-12-07 13:20024 .. PerfLogs
%DriveHQ Share 73KB File Folder 2010-12-07 13:20:24 . Program Files
éDriveHQ Control Panel File Folder 2010-12-07 13:20024 . Program Files (x86)
.. temp
. temp2
\. files
J test
[m). Users
. Windows

File Manager

My Storage: This is where all your files can be stored. You can upload,
download, share, publish, and synchronize these files.

DriveHQ Share: This folder contains files that have been shared to you by
other users. You cannot create new folders in DriveHQ Share. Your level of
access to each folder will depend on the permission set by the sharer. A
folder can be shared to you with the following access rights:

e Thumbnail/list view only

e Read/download only

e Upload/Add

e Full access
Access rights are incremental. For example, “Upload/Add” has all the rights
of “"Read/download only” and of “Thumbnail/list view only”.

DriveHQ Control Panel: You can find tools here to manage your DriveHQ
account and settings.

Changing Views
File Manager can display folders in thumbnail, icon, or detail view.
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EE] File Edit  Wiew Tools Help DriveHQ, Filehlanager, = o| e

=]
Z = e : . PG
Eijserpipizes el e e ziel ShiEhE Punlisr SrierrariEs i el ez
—
@ ‘BIMvPictures L "I E ‘ihﬂy Computer j
@y x B &eq[E] Qo @0 X B &Q @
® Thumbnail Mame | Size|Type |Date Modified |
Large Icon S Local Disk () Loc...
Srmall Icon e ocal Disk (D:) Loc,..
Detail L 0%D Drive (E:) co...
Y ——
SamplePhatol . jpg SamplePhotoZ. jpg SamplePhato3. jpg 3

-

@ 4 object(s)
%, -

Progress | Size |Tirne Left| Speed| Status | Local | Server | Action |

v Resume (= Stop (% Delsts (" Estimated Time Left: min sec

)

Viewing File Properties

Clicking “Properties” allows you to see certain properties of a file and edit
captions and descriptions.

(EL, |@1ru13f Pictures -

r——

« v oo xBe ¢ Qe
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x
General |
[ SamplePhotol.jpg
File Type: JPE(G image
Server Path: by FictureshS amplePhotol . jpg
Size: A54 KB [976,657 bytes]
Create Time: 2010-06-11 22:27:59
b odify Time: 201 0-05-21 14:51:53
Caption: Ithis iz a sample caption
Description: thiz iz a sample description]
£ | > | Q. I Cancel Apply

DriveHQ Control Panel

The Control Panel contains tools for managing your DriveHQ account and

settings.
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EE] File Edit  Wiew Tools Help DriveHQ, Filehlanager, = o| e

| == | —=
il £ G e[y zy ol ari Lzl A

% ‘éDriveHQ Control Panel j
@ o OO X E & Q ® E-

5 DriveHQ Root Marme |Rermark |
@ My Storage G,Manage My Share Delete and Modify My Share
Qfl DriveH2 Share 2 Manage My Publish Delete and Modify My Publish
Elé DriveHD Contral Panel Manage Synchronization Manage Jvnchronization
Q Manage My Share @Mv Profile Madify My Profile Information
% Manage My Publish .C\ccount Balance Display My Account Balance Information
@Change Password Zhange My Account Logon Password
Encrypted Falder Change Encryption Key
‘%Subscriptinn Zirder More Storage
%My Cptions My Account Settings
System Cptions setking of application
Eﬁpeed Lirnits Set max download/upload speed

@ Max Space:524 MB, Free Space:511 MB

! w

Progress | Size |Tirne Left| Speed| Status | Local | Server | Action |

v Resume (= Stop (% Delsts (" Estimated Time Left: min sec

Control Panel

Managing files

Easily drag and drop files between local and remote folders. You can drag
and drop directly with Windows Explorer.
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EE] File Edit  Wiew Tools Help DriveHQ, Filehlanager, = o| e

= .
- N E
i ; ATl ezl EhEre Bty S EE i) |
—
@& | work j = | Catwork j
@ DI K E I E@Q E @I X B Q E-
Mame « | Size| Type |Date Modified | Marme « | Size|Type  |Date Modified
17KB  Micro..,  2010-07-15 14:4,,,
17KE  Micra,,, 2009-12-02 13:1...
17KB  Micro,.,  2009-12-02 13:1..,
17KE  Micra,,, 2002-12-02 13:1..,
~ 17KB  Micro,,,  2009-12-02 13:1...
17KE  Micro,,, 2002-12-02 13:1..,
17KE  Micra,,, 200%3-12-02 13:1..,
17KB  Micro..,  2009-12-02 13:1...
17KE  Micra,,, 2009-12-02 13:1...
17KB  Micro,.,  2009-12-02 13:1..,
17KE  Micra,,, 2002-12-02 13:1..,
17KB  Micro..,  2010-07-15 14:4,,,
& B N 7 =] LY. H OO 0T 18 14,4
@ B object(s) selected, File Size: 100 KB
, -
Progress | Size |Tirne Left| Speed| Status | Local | Server | Action |
v Resume fu Stop = Delete (" Estimated Time Left; min sec
%)

‘Drag and drop files with File Manager

Standard copy, cut, and paste shortcuts work too (“Ctrl + C”, “Ctrl + V”,
“Ctrl + X")
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EE] File Edit  Wiew Tools Help DriveHQ, Filehlanager, = of e

il £ G e[zl
—
@ |2 won <) lse) B = cawon vl 5]

@ I XEB& e qQ B @D IO XK EEQ E
| Size|Type  JDate Modified | | Size|Type  |Date Modified
17 KB Micros,., | 2010-07-15 14..., 17KE  Micro,,, 2010-07-15 14:4..,
17KE Micros... |2009-12-02 13:.., 17KE Micra... 2009-12-02 13:1...
sz n 2009-12-02 13:.., 17KE Micro...  2009-12-02 13:1...
Open 2009-12-02 131, 17KB Micra,,,  2009-12-02 13:1,..
cut 2009-12-02 13:.., 17KE Micro..,  2009-12-02 15:1...
c 2009-12-02 13:... 17KE  Micra,,, 2009-12-02 13:1...
s 17KE Micro..,  2009-12-02 13:1...
REname 17KE  Micra,,, 2002-12-02 13:1..,
17KE Micra... 2009-12-02 13:1...
Delete )
17KE  Micro,,, 2002-12-02 13:1..,
Download . 17KE Micra... 2009-12-02 13:1...
B Excelz. s 17KB Micra..,  2010-07-15 14:4,.,
CDp‘:If Publish LURL L e il 1T E R OO AT AC 1d.d
@auhje Show Publish URL
Properties L. 4
Progress | Size [Tirpe Left| Speed| Status | Local | Server | Action |
i r

™ Resume fu Stop fx Delete (" Estimated Time Left; min sec

- £
Right-click files to see menu options
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File transfer progress can be seen in the Task Management Pane:

‘e DriveHO, Filek anagﬂ—/

L_@ File Edit Wiew  Tools  Help - 0O X
A - _ Lt & B 2. =~
WiECannECE I EEE il EEE chire Ei i N EHREREEN N G LTS el Bzl
@ ‘E]IWUrk j @ ‘EJCZIWWK j
@ GO X B & qQ B @ GO X EB & Q 8-
Marre = | Size| Type |Date Modified | Marne = | Size|Type  |Date Modified
EEwcelt xls 17 KB Micros...  2010-07-15 14:... EExcell s 17KE Micro.., 2010-07-15 14:4...
@l_jExcelllj.xls 17 KB Micros,..  2009-12-02 13:... @Excellﬂ.xls 17 KB Micro.,.,  2009-12-0Z 13:1...
@,_jExcelll.xls 17KEB Micros... 2009-12-02 13:... @Excelll.xls 17KB  Micro,.,, 2009-12-02 13:1...
@_jExceIlZ.xls 17 KB Micros...  2009-12-02 13:... @Excell&xls 17 KB Micro.,, 2009-12-02 13:1...
@,_jExceIIS.xls I7KE Micros... 2009-12-02 13, @Excell&xls 17KB  Micro,.,, 2009-12-02 13:1...
EExcel14.xs 17 KB Micros...  2009-12-02 13:... EExcelid. s 17KB Micro... 2009-12-02 13:1...
@I_jEXCE|15.X|S 17 KB Micros,.. 2009-12-02 13:... @ExcellS.xls 17 KB Micro.,.  2009-12-02 13:1...
EExcelie. s 17KE Micro.,, 2003-12-02 13:1...
@Excell?.xls 17 KB Micro.,.,  2009-12-0Z 13:1...
@Excellﬁ.xls 17KB  Micro,,, 2009-12-02 13:1...
@Excellg.xls 17 KB Micro... 2009-12-02 13:1...
EExcelz. s 17KB  Micro,,,  2010-07-15 14:4... M
NET T S | 17D R 0O 07 A0 1.4.4
{{_i_ll 7 objectis)
b - f
Progress | Size |Tirne Left| Speed| Status | Lacal | Server | Action | [a
17 KB(O B} 00:00:00 6KBfs Transfe... CiiwiorkiExcell. xls \WorkiExcell xls Upload
17 KB(O B} 00:00:03 6 KBfs Transfe... CiiwiorkiExcel10.xls WorkiExcel10,xls Upload
17 KB(O B} 00:00:03 6 KBfs Transfe... CiiwiorklExcelll.xls \WorkiExcell1,xls Upload
17 KB(O B} 00:00:03 6 KBfs Transfe... CiiwiorklExcel12.x0s \WorkiExcel12,xls Upload
[ hEe 117 kB(OE 000003 6 KBfs  Transfe.., ClwarklExcelld.xls orkiExcel 13,1l Upload v
Resume m Stop % Delete (" Estimated Time Left: O min 35 sec, Upload Speed: & KB/s, Files being kransferred: 20, Size: ...
)

Sharing Files
How it works

You can share files and folders to other DriveHQ users, as well as non-
DriveHQ users. The highest permission level a non-DriveHQ user can have
is read only.

The process is simple- select a folder, click the share button, type in or
select a recipipent, set permissions, and click OK.

Technically speaking, only a folder can be shared. If you share a single file,
a folder will be created to contain the file. The folder will be located in My
Storage\My Share. When you share a folder, it becomes what we call a
share. Each share must have a unique name. If you decide you no longer
want to share a folder, you can delete the share or remove a particular
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person from the share-to list. Shares can be viewed under Tools 2 Manage
My Share.

How to share files
From My Storage, select a file or folder and click the “Share” button.

(G Fle  Edt  View Tools Help ‘waPriveHOFileManager, ./ - B X
[SEGaET e Il EEe I EE i jae |z
@ ‘@Mysmrage |ShaEIthe selectfiﬂl:a{i:old:ar ':'”"DELr j
@ PO XEEEQ aE @ v FHO X B &Q B
Marre = | Size| Type |Date Modified | Marne | Size|Type  |Date Modified |
@DriveHQData 11,003.., FileFol,,, Z2003-09-04 14:,,, o Local Disk, (20 Local ...
@GroupRead 0B FieFal... =2010-07-15 16:... e Local Disk (D) Local ...
1 0B FileFaol,,. 2010-07-15 16:... ‘:“%DVD Drive (E:) CDDr...
138E FileFol.., 2008-09-04 14:..,
Py Music ZKE FileFaol,,. 2010-07-161Z2:...
[y Pictures 2,696 KB FileFal.,, 2010-07-1612:..,
EﬂPublicFDlder 435 KB File Fol...  2003-09-04 14:,.,
EﬂWDrk 33ZKEB FileFaol.,, 2009-11-1315:..,
[Cywmhiome 24 KB File Fol... Z2003-09-04 14:..,
@ 3 object(s)
, - ]
Progress | Size |Tirne Left| Speed| Status | Lacal Server | Action |
ESUME op elete SCimate Ime Left: min sec
= R (= st (% Delet (" Estimated Time Left: mi
)
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After clicking on the “Share” button, the Set Permission page appears:

i iy
|4 DriveHQ FileManager - Share a folder 7 ¥

Easy, secure and robust file sharing on the Internet
Share thousands of files and gigabytes of data easily
Share remotely with anvbody on the Internet
Acoess shared files by ane click in the share notification email

Advanced sharing that supports user-based multi-level permissions

Share Path: %My Docurments

Share Mame: |M3r Docurnents |

Share Description: |M3r Documents

Permission: ||:|_|||,.E.,|:cess j

Share to; (Please enter email or DriveH? usernames, separated by “," or "}

|SubFreeDrivehql |

|_ Zhare to group . Select Group Memnbers J . Select Contacts J

|_ If anvy file changes, send share change notification ermail

. 0K J _ Cancel J

b, 4

Share a folder screen

W, 7

Enter email addresses or DriveHQ usernames (separated by “;”) in the
“Share to” field. You can also click the “Select Contacts” button to select
users from your contact lists. You can change the Share Name, Description,
and Permission Level.

Permissions
A folder can be shared with the following access rights:
e Thumbnail/list view only
e Read/download only
e Upload/Add
e Full access
Access rights are incremental. For example, “Upload/Add” has all the rights
of "Read/download only” and of “Thumbnail/list view only”.

After you click "Ok”, the share is created and a confirmation dialog pops up:
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= T
[S DriveHQ FileManager S

Folder "My Docurnents" has been shared successfully!
Share URL:  http:/fwww drivehq.comdsharing/Sharelogon.a

. Copy URL J L Send Share MNotification J ’ Cancel J
b 4

Send Share Notifcation

When this option is checked, if a user with full access to a shared folder
uploads or modifies a file, the system will prompt the user to send a “Share
change notification email” to all users in the “Share-to” list.

After entering the share information, click on the “Share” button to go to the
Share Notify page. At this point, the share has been created and your users
can access it. However, you can continue to send a share notification email.
You need to click on the button “Launch Outlook / Email Client” to open your
email client software and send the notification email.

About Share Notification Email

DriveHQ does not automatically send share notification emails. Emails sent
from DriveHQ are more likely to be filtered by spam filters or ignored by
recipients. Therefore, sending the share notification email using your own
email server is more likely to be received and read.

If all persons in the “Share-to” list are DriveHQ members, then the share
notification email might not be required. Those users can simply log-on to
www.drivehg.com using their own username and password. The folders
shared to them can be found in the virtual folder called DriveHQ Share
(located under DriveHQ Root).
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s

= " | = - eha (FreaDriveha @ Driv = chared files — M X
{ EE H Ly a & User FreeDrivehg (FreeDrvehg @ DriveHQucom) has shared files (My D,
- Message Insert Options Format Text ':@
By 4 fwenuron [ - (& 4| a3) Gigl| 02 - - ABg
G |[azu]E-EEe| == ¥ | am | Yy ¥
aste —— ress B ooty pelling
b == = [
- F |||l EE = §||£i:»‘| Eook Mames = up- | -
Clipboard = Basic Tewxt ] Mames Include Cptions | Praaofing
¥ Ta... | Isubfreedriveh @drivehqg. com
send o | |

Account = | Subject: |User FreeDrivehg (FreeDrivehg@DriveHQ.com) has shared files (My Documents) to

b e

| have shared some files with you on www DriveHQ com. «

There are three ways to access these files: «

1. 1f you are a DriveH 2 member, please log on to your account and access these files in the
RrivedQ2hare folder. +

2. 1f you are not a DriveHQ member yet, | recommend you to sign up now using this e-mail
address. 4

My files will automatically appear in yvour "DriveH Share” Folder. +

3.You can also access these files through the following link; you will have read-only access. 4
hitp:aewnve_drivehg.comysharing/Sharelogon.aspx ?key=733897 30 255w pwp +

The Share Key: 733897340255 8pwp +

Launch Outlook to send “"Share notification” email

Sharing a local folder

You can also select a local folder and click the “Share” button. File Manager
will upload the files to DriveHQ first before sharing.
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p
[ & DriveHQ FileManager - Share a folder on the Internet

Select a destination falder or create a new falder on server

=5 DriveHQ Root
- Q My Storage

+- L DriveHQData
&, GroupRead

+ [:__@, Grouphiltite

L& My Documents
= My Music
[ My Pictures
[ PublicFolder
(= Whark

+-0) weaewhiome
) new folder

(°F Mew Folder 3 Delete & Refresh

Mext J

§ Cancel J

Accessing a shared folder

Scenario: Tom shared a folder to Jane by typing Jane’s email address in the
“Share-to” list. If Jane is not a DriveHQ member, she will receive a Share
Notification email, sent by Tom. In the Share Notification email, there

instructions about how to access the Shared folder:

1. If you are a DriveHQ member, please log on to your account and access these files in the

“DriveHQ Share” folder.

2. If you are not a DriveHQ member yet, I recommend you to sign up now using this email
address. My files will automatically appear in your "DriveHQ Share" Folder.

3. You can also access these files through the following link (you will have read-only access).

4. http://www.drivehq.com/sharing/ShareLogon.aspx?password=>***¥*dx phxkkkokxokokokkx



Drive Headquarters 145

Internet is your local drive!

If Jane is a DriveHQ member, she can sign into her account and access
shared folders in DriveHQ Share. You can share a folder more than once with
different permissions. For example, you might want your boss to access a
folder with full access, but let an intern be able to read and download files
inside it. Share Names must always be unique since they are treated as
folders. So when you share the same folder again, you must use a different
share name. (See the screenshot about “Share and Set Permission page”).

Publishing files

When you publish a file or folder, you are making it accessible to anybody on
the Internet, including non-DriveHQ members.

If you publish a file, a URL link will be created. This URL is accessible by
anyone and can be linked on any web page.

Similar to the way shares are created, when you publish a file as opposed to
a folder, a new folder is created containing it. We call this folder a publish.
Just like when you delete a share, deleting a publish will not delete the
original files.

(Important: For free users, published items will only be live for 20 mins.)

How to publish files

To publish, go to My Storage and select a file to publish. Click on the
“Publish” button in the toolbar.



Drive Headquarters

Internet is your local drive!

146

File Edit

S

—

[~ ]
I E G

_—
] ej =l

WView

Tools

Help

\-DrliueHQIFliIeMI anaget../

rireiniiEa s

» - Publjish the selected file/folder online|

@ ‘@MyStnrage || ey S |iMndmputer j

@ 0 IOXE IS Q E @ @O X B & Q &

Name | Size|Type  |Date Modified | Narme | Size|Type  |Date Modified |
@DriveHQData 11,00... FileF... 200&-09-04 14:4.., S Local Disk (22 Local ...

@GrnupRead 0B FileF... 2010-07-1516:1... e Local Disk (D) Local ...

@GrnupWrite 0B FileF... 2010-07-151&:1... L}%DVD Drive (E:) CDDr...

@My Dacuments 138B FileF.., 2003-09-04 14:4..

(3 Music 2KB FileF.. 2010-07-1612:0..,

[CMy Pictures 2,696... FileF... 2010-07-16 12:0..,

(S PublicFalder 485K FileF... 2008-09-04 14:4..,
g 33 KE FleF.. 2009-11-13 15:0..,

wirwhiome 24KEB FileF... 2003-09-04 14:4...
@ Type: File Folder, Size: 332 KB
, -
Progress | Size |Tirne Left| Speed| Status | Local | Server | Action |

v Resume (= Stop (% Delsts [ Ready

)
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i T
[4 DriveHQ FileManager - Publish a server folder 7 X

Publish and create static URLs ta the falder and files in it.

vou can then find the Publish URLs by right clicking on the folderfiles and select
“Show Publish URL",

Mo logon is required to access the published folderfiles.

Publish Path:yWiark

Publish Marme: |W|:|rk |

Publish Drescription: |'|.|'|.|'|:|rk

Permnission: |ReadIDuwnlnad File anly j

Mermbership Agreement ﬁ

This Mermbership &greement sets forth the terms and conditions on which DriveHQ
INGC,, offers products and services to reqgistered users (each a "Member") of the
website www DriveHQ . com. - v

l FYES, I agree J

L J L Cancel J

It's recommended that only alpha-numeric characters be used for the
publish, file and folder names. When you publish a file, a URL is created. If
you have special characters in the file, folder, and share name, then the
publish URL may contain those characters, corrupting the URL.

In the “Publish & Set Permission” page, you can enter the publish name,
description, and choose from one of 4 permissions. Check “Yes, I agree” and
click “Publish”. A confirmation screen will appear where you can find the
Publish URL.
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i “

[S DriveHQ FileManager b4

Falder "wark" has been published successfully!

The folder Publish URL is:
http: Afwwm drivehg.com/file/df . aspx/publish/FreeDrivehg/wiark

The Publish URLs for files / folders in this folder are like below:
http:AAwww drivehg.com/filesdf . aspx/publish/FreeDrivehgfwork FOLDERMNA
ME[/FILEMAME]

after a folder is published, vou can right click on folders / files in it and select
Show / Copy Publish URLs to get the Publish URLs, Publish URLs can be used to
link ta the files / folders from any website, Mo DriveHQ account ar lagaon is
required to access Published folders /£ files,

Copy URL | Zancel

Publish confirmation dialog with Publish URL
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\-DrliueHQIFliIeMI anaget../

EE] File Edit  Wiew Tools Help = o| e
— [ ——y
rinzes Ll i ezl ShiEhE LG
2 @ wore v|iso) B [ 9wy computer =] lse)
@ 0 IOXE IS Q E Q@ o @O X B & Q E
| Size|Type |Date Modified Marme | Size|Type |Date Modif... |
B Microsoft ... 2010-07-15 14:43:43 e Local Disk ... Lao...
Open B Microsoft .., 2009-12-02 13:10:19 e Local Disk ... La...
cut B Microsoft .., 2009-12-02 13:10:24 s DVD Drive ... Co.
co B Microsoft .., 2009-12-02 13:10:29
R B Microsoft ...  2009-12-02 13:10:35
Y E Microsoft ... 2009-12-02 13:10:40
Delate B Microsoft ... 2009-12-02 13:10:45
B Microsoft ..  2009-12-02 13:10:49
Ciawnload B Microsoft ... 2009-12-02 13:10:54
B Microsoft .. 2009-12-02 13:10:58
Copy Fublish URL B Microsoft ... 2009-12-02 13:11:03
Show Publish URL B Microsoft ...  2010-07-15 14:43:48
Properties — A
@ 4 Dhjim\ == =L = ) i~ i =)
, -
Progress | Size |Tirne Left| Speed| Status | Local | Server | Action |
v Resume (= Stop (% Delsts [ Ready

s

To find the publish URLs, right-click on a published file and select “"Show

Publish URL".
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[& DriveHQ FileManager - Show Publish URL{s) *

Fublished files can be accessed with static URLs from anywhere without log on.
Tou can link published files from any web pages, To link an HTML file, please
use: <a href="PUBLISH_URL"=AMY_TEXT=fa=.

To link an image, please use: <img sre="PUBLISH_URL"/ =,

Flease note a regular URL mav not work if the file or folder name contains
invalid characters. In this case, please use Safe URL,

File Name |Publish URL |

Excell,xls hikkpe e, driseehg. com)Filefdf aspx fpublishFreelrivebg . ..

Excell0,xls hikkps v, drivehg.com)Filedf aspex fpublishfFreeDrivebg . ..

Excelll,xls hitkp: s, drivehg. comyfilefdrf , aspxfpublishFreeDrivehg ...

Excell2.xls hitkp: /v, drivehg. comyfilefdf . aspxfpublishfFreeDrivehg. ..
URL Forrmat: nane j

Copy Publish URL(s) J _ Show safe URL(s) J Cancel

Show Publish URLs dialog

You can copy the publish URLs into your Windows clipboard and paste them
into other applications, such as Notepad, Word or any HTML editors.

If you want to hide your username and folder name, you can click on the

“Show safe URL(s)” button, which will change the Publish URLs into a new
format.
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i o

[& DriveHQ FileManager - Show Publish URL{s) *

Fublished files can be accessed with static URLs from anywhere without log on.
Tou can link published files from any web pages, To link an HTML file, please
use: <a href="PUBLISH_URL"=AMY_TEXT=fa=.

To link an image, please use: <img sre="PUBLISH_URL"/ =,

Flease note a regular URL mav not work if the file or folder name contains
invalid characters. In this case, please use Safe URL,

|Publish URL

hikkpsf e, drivvehg, com)Filef df aspxfsharel D7 3391 34 /FileIDS47 1941595471 94159, xl=
hikkpsf e, drivehg, com)filefdf aspexfsharel D7 3391 34 /FleIDS47 194161 /547194161 . xls
http: /s drivehg, comyfile) df  aspx/shareID 7339134 fileIDS47 194162/547 194162, xls
http: / fumane, drivehg. comyfile) df . aspashareID 73391 34 FileIDS47 194163/54 71941 63, xls

£ b

URL Forrmat: nane j

Copy Publish URL(s) J . Show Normal URL{s) J Cancel

Show Safe Publish URL

The safe Publish URLs hide the username, publish name, folder name and
filename info. So the URL is more secure; moreover, Safe URLs are
guaranteed not to have any special characters that might affect the validity
of a URL. On the other hand, a regular Publish URL may not work if it has
special characters in the folder name / file name, etc.

Please note when other users visit your published (or shared) folder(s), they
will be using your account download bytes. So if you expect a lot of users
will access your published folder, please make sure your account has enough
download bytes.
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Folder Synchronization

With File Manager, you can set up synchronization tasks between local and
remote folders. For small folders, you can set up automatic real-time
synchronization tasks. For larger folders, set scheduled synchronization
tasks. You can even synchronize to folders that have been shared to you by
others!

Creating a synchronization task
Right-click and select "New Synchronization”

(4 File  Edit View Tools Help DriveHQ.hiletanager: -0 x
- | ? > -

-
0 = e | e SHERE = aliEn IEE W EHES el Eijzm=)y

(& |E311drivehqexample j E ‘ L ClUserswictonDesktop\DriveHQ Example F(j
@ @O X EE&eQ a- @ BT XK EBEGQ E-
MName = | Size|Type | Date Modified Mame = | Size|Type  |Date Modified

@GroupRead 0B FileF... 2010-12-07 13:4...
@GrcupWrit& 0B FileF... 2010-12-07 13:4...
3 21KE File F 2010-1207 13:2...

Paste

Rename

Delete

Download

MNew Synchronization W ¥
eft| Speed| Status | | Action |

Copy Publish URL
Show Publish URL
Properties

v Resume fu Stop fx Delete I'"_R.eady
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| File  Edit
=

Wiew  Tools Help \-DrliueHlJIFlileMIanager-'

[4 Setup Folder Synchronization

(E. 3 wdrivehq
@ v &

MName «
@Groupﬂead
@GroupWrih&
ahlew Sync

@ Type: File Fol

Progress

Flease select or create a destination folder to synchronize with this folder.

E Libraries

B4, Homegroup

A victor

5% Computer

&, Local Disk (C:)
[ RECOVERY (D:)
L) DVD RW Drive (E:)
H— Data (F)

[]--& Carbonite Backup Drive
[]..f‘! Metwork

-I58 Control Panel

..... & Recycle Bin

[F Mew Folder 3¢ Delete 2 Refresh

B ) |

X
rmple Ft "I
- v
| e Modified |
i
| Action |
Next |

%,

v Resume (m Stop (% Delete [ Ready

Select the local folder you want to synchronize to.
create a new folder.

You can also
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DriveHO FileManager 3 -4 |

& File Edit  Wiew Tools  Help

=

iseonnzee W 5] Setup Folder Synchronization

% 3, wdrivehg smple Fe "I Go |
'{,1] @ Synchronization Direction: |Eloth Directions j How does it work? a"
Mame = i o e Modified |
Owverwrite Direction: |Show Message Box j
@Groupﬂead
(<8, GroupWwrite Synchronization frequency:
@New Sync .
©  RealTime Scheduled
One time only ©  Periodically: hr min
Daily " weekly Select day of week: |SL|nda-,—' j
Starting time: :
|— Don't ask for deleting files in a synchronized folder
|7 Save a backup copy of autamatically deleted files
':-:'l_J'l AR Exclude these file types: | |(Fur example: *.bak|*.obj)
Progress This task is valid from |12f 7/2010 j to | 1 1/2099 j | Action |
Cancel Back J oK J
» Resume (m Stop (% Delete [ Ready

Set the following parameters:

Synchronization Direction: Both Directions

Overwrite Direction: Show Message Box

Synchronization frequency: Whether you choose RealTime or Scheduled

depends on a couple things.
RealTime: If the folder is small and contains few files, you can choose
RealTime. Files will be automatically synchronized as they are
changed. Please note: if a file is modified directly on the remote side
(i.e. the shared folder), synchronization may take up to 5 minutes.
However, clicking the “"Synchronize” button after a folder is modified
will ensure that the latest files are present in synchronized folders.
Scheduled: Selecting Scheduled is ideal for a larger folder or one that
contains many files.

Note: If you delete a file from a synchronized folder on your local computer,
a pop-up message will appear, asking if you want to delete the copy on the
remote side. If a file from a shared folder is deleted by a user, a similar
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message will pop up for all users who have synced to that folder. File
Manager must be running at all times for the pop-up messages to appear.

[& File Edit Wiew Tools Help oo DrivetlQ FileManager = =l 5l
J Pl - E‘_l -'-? v
DTS CanE G I el Eieir o=l ShiERE B sty S GGG e 9 B HE Eijzm =)
@ |EE Wdrivehgexample j @ ‘ L ChUserswictonDesktop\DriveHQ Example F:j
@ & x B & & Q &a- @ G X BE& Q E-
Name « | Size|Tune Date Modified | [IMame & | Size|Type |Date Modified | |
(23 GroupRead gg | = DriveHQ FileManager * | Miges.., 2010-1207 13:3...
[, GroupWirite 08 e deloted
You have delete
E&New Syne 21KB ? ) "CiUsers\wictor\Desktop\DriveHQ Example
Folder\staff roster.doc” from the folder "DriveHQ
Example Folder", which is synchronized with
"Wdrivehgexample\Mew Sync\staff roster.doc”. Do
you want to delete the file in the synchronized
folder?
[ Yes ) [: Yes to all ) [ MNo ) [: Cancel )

@ 1 object(s)

Lt - o
Progress | Size |Time Left| Speed| Status | Local | Senver | Action |
(v Resume (m Stop (% Delete (" Estimated Time Left: min sec
T . T T

Time Delay in Real-time Folder Synchronization

Once you've created a real-time synchronization task, it will automatically
sync local files to the remote folder in real-time as changes occur.
Synchronizing files from the remote folder to the local folder may take a
little longer. When a file is modified in the remote folder, File Manager
cannot immediately detect the changes. It monitors for file changes
periodically, usually every 5 to 30 minutes.

Exclude these file types: Define the files or file types to be excluded from
the synchronization task. Multiple file extensions, file names or file wildcards

A\ S /4

can be entered (separated by %,
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Note: After the Synchronization Task has been set, if you delete or modify a
file in one folder, the change will be automatically applied to the other
synchronized folder. Uncheck "Don't ask for deleting files in a
synchronized folder" to avoid unexpected file deletion. Moreover, you can
check "Save a backup copy of automatically deleted files" so that you
can recover data in case of automatic file deletion.

Editing a synchronization task

Click Tools->Manage Synchronization ->"Manage Folder Synchronization" to
manage your synchronization tasks.

i w
[4 Manage Folder Synchronization 7 X

Manage synchronization

Server Folder |Local Folder |Status |Last Synchronized Time |Synchronization Direction
1 Test A Test Ready 2010-07-16 14:25:36 Both Directions
£ >

Disable J L Synchronize J L Edit J § Delete J § Close J
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Options
s w
[ 4 DriveHQ FileManager - My Options b4
My Profile )

2 |« Remember my logon infa
Account Balance

| Autamatically sign in
|__-'=} Zhange Password
iz My Options | | Directly edit and save remate files
i Subscription
= |« allow synchronizing locked files

Mew changes to the locked file after the
E ted Fold ; ; ; .
% ey raleer task is started will be synchronized in the
. next run.

Systermn Options

Maximurn cache file size:| 1000 <MB
7% Speed Limits

Location of the local cache folder :
(1] Folder Options |C:'\D-:n:uments and Settings"-JingWang'*| Change |
% Group Account

Save Change J _ View Cache Files J _ Clear All Cache Files J

Clicking the “Options” tab will bring you to a page with several options:

e My Profile: view account information
e Account Balance: check your DriveHQ account balance and deposit
money
e Change password: change your DriveHQ account password. If you are a
sub-user, contact your group administrator.
e My Options:
= Remember logon information: select this option so the system
remembers your account username and password
» Automatically sign in: automatically log in when File Manager
starts.
» Directly edit and save remote files: you can edit and save files
from the server side directly.
= Allow synchronizing locked files: Synchronize locked (or open)
files such as Outlook PST files and other database files
» Caching: set the maximum cache folder size (default is 1GB) and
local cache folder location.
» View cache folders and clear all cache folders
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e Subscription: order a paid subscription service and become a premium
member
e Encrypted Folder: encrypt a folder to ensure it has the highest level of
security
e System Options: set various File Manager system options:
= Automatically run when I log on to: run File Manager at startup
= Show Hidden files and folders: display hidden folders, such as
some system files
= Automatically start minimized: Starts File Manager in minimized
form
= Use SSL: transfer data in HTTPS/SSL. Recommended for files
that require a high level of security
»= Display remote storage on left/right: Change the layout of the
local and remote storage panes
e Speed Limits: cap upload or download speeds
e Folder Options: set various options for your online folders
e Group Account: Upgrade to a free group account that includes one free
sub-user license. Or if you've already upgraded, launch the group
admin tool from here.

File Manager “"No-install version”

DriveHQ has a version of File Manager that does not require installation.
Download it and unzip the files into a folder. Open DriveHQFile manager.exe,
to launch File Manager.

This “No-install” version works like the regular version with the following
exceptions:
e A cache folder is not required. When you log out, you will be
prompted to delete any cached files
e Itis not integrated with Windows Explorer. You cannot drag and drop
files between Windows Explorer and File Manager
e Your account login information will not be remembered
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Email hosting

Our email hosting service is unlike any other email service provider. It's
designed with the business user in mind and supports SMTP/POP3/IMAP,
with any email client software like Microsoft Outlook. Some features include:

Access your emails using any web browser

Configure your email account with any email client like Microsoft
Outlook and be able to view and edit emails offline

Create multiple email accounts for your business and share contact
groups with other people

When you register for a DriveHQ account, you get an email account such as:
username@drivehg.com. Sub-users of a group account also get their own

email account. Mailbox storage is only limited by how much storage your
account has. Private domain email addresses, such as your company’s
domain name are also supported.

Email hosting FAQ

1. How much email storage do I get and is there a restriction on

email size?

With a free account, you get 1GB of free storage space. The
maximum email size is 10MB for free members and 20MB for premium
members.

. Can I email a large file that's 200MB?

Generally, it's not feasible to email large files of that size. A better
option would be to upload your files to DriveHQ and share them.

I have a small business with 10 employees. Can I get 10 email
addresses?

Yes, you can upgrade to a group account and purchase sub-user
licenses. When you create a new sub-user, they will be provided their
own DriveHQ email account.

Can I use your email service to send spam or bulk emails.

No. this is strictly prohibited. Your account will be disabled
immediately if such activities are detected. To prevent such service


mailto:username@drivehq.com
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abuse, users are limited to sending out a certain number of emails per
day.

5. Can I access my email from multiple computers using Outlook?

For more information about using Outlook on multiple computers,
please see here.

6. How can I create a private domain email address?

Yes! To do so, you must be a premium user. You must own a domain
name. If you do not, you can register for one with any domain
registrar company such as godaddy.com or register.com. When you
have the domain, add a DNS MX record that points to our DriveHQ
email server: 66.220.9.56. If you have any questions, please contact
the registrar.

7. Can I set up email rules or filters?

Yes, you can use Microsoft Outlook or Outlook Express to set up rules
and filters. Our webmail also has a tool that lets you set up rules.

8. What's the difference between a free account and a premium
one?

Free users can send up to 5 emails per day and true users can send 25
emails per day. The maximum attachment size for both is 2MB.

Premium users’ max emails that can be sent per day depend on their
subscription plan. If you reach the limit, please contact
support@drivehg.com. Max attachment size for premium users is
20MB.

How to configure email with Outlook Express
1. Launch Outlook Express and in the Tools menu, click "Accounts”.

2. In the Internet Accounts dialog box, click "Add” and select “Mail” to open
the Internet Connection Wizard. Enter your Display name.


http://www.drivehq.com/Email/Help/doc/features.htm
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Internet Connection Wizard @

Your Name

When you send e-mail, your name will appear in the From field of the outgoing message.
Type your name as you would like it to appear.

Display name: 'johr{

For example: John Smith

Back [ Next > ][ Cancel ]

3. Enter your DriveHQ email address.
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Internet Connection Wizard @

Internet E-mail Address

E-mail address:

Your e-mail address is the address other people use to send e-mail messages to you.

‘ john@drivehq.com

For example: someone@microsoft.com

[ < Back ][ Next > ][ Cancel ]

4. Click “"Next” and enter the email servers. Incoming and outgoing are both
mail.drivehq.com. IMAP is supported.
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Internet Connection Wizard

E-mail Server Names

My incoming mail server is a ‘PDPS | server.

Incoming mail (POP3, IMAP or HTTP) server:

E mail .drivehg.com

An SMTP server is the server that is used for your outgoing e-mail.

DOutgoing mail [SMTP) server:

[ mail .drivehg.com

[ < Back ][ Next > ][ Cancel ]

5. Click “Next”. Enter your DriveHQ username and password. Select
the”"Remember password” option so you don’t need to enter it again the next
time Outlook Express is launched.
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Internet Connection Wizard @

Internet Mail Logon

Type the account name and password your Internet service provider has given you.

Account hame: { john l
Password: Eoooooooooo 1
Remember password

If pour Internet service provider requires you to use Secure Password Authentication
[SPA) to access your mail account, select the 'Log On Using Secure Password
Authentication [SPA)' check box.

[ Log on using Secure Password Authentication (SPA)

[ < Back ]l Next > I[ Cancel ]

6. Click “Next” to finish the wizard.

7. In order to control spamming, the outgoing SMTP server requires
authentication. Go back to the Internet Accounts page, click the “"Mail” tab,
and select “Properties”.
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Internet Accounts @

| Al | Mal | News | Directory Service | Add >
Account Type Connection l Remove I
C I IE GRS mail (default) Any Available 5

Set as Delault

‘ Close

I :
o
J
I

Click the “Servers tab” and select "My Server requires authentication”. Click
“"OK” and “use same setting as my incoming mail server” if displayed. You
are now ready to use DriveHQ email in Outlook Express.
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*= mail.drivehq.com Properties

_ General | Servers ‘Connection | Security Advanced[

Server Infarmation

My incoming mail server is a IEEP_3 ‘ server.

Incoming mail [POP3): Lmail .drivehg.com I

Outgoing mail (SMTP): | mail .drivehg.com I

Incoming Mail Server

Agccount hame: IJohn |
Password: | sccssse ’
Remember password

[] Log on using Secure Password Authentication

Outgoing Mail Server — =

( My server requires authenticalion] Settings...

[ oK ][ Cancel ][ Apply ]

Configure email in Microsoft Outlook
1. Launch Outlook. In the Tools menu, click Email Accounts.

2. In the Email Accounts dialog box, select Add a new email account, then
click Next.
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| E-mail Accounts @

E-mail Accounts @
You can change the e-mail accounts and directories that Outlook uses. e

E-mail
* Add a new e-mail account:

" View or change existing e-mail accounts

Directory
¢ Add a new directory or address book

¢ View or change existing directories or address books

| Nest > | Close I

3. In the Server Type page, select POP3 or IMAP, then click Next.
| E-mail Accounts @

Server Type @
¥ou can choose the type of server your new e-mail acount will work with, e

" Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and
share documents.,

ct to a POP3 e-mail server to download
vour e-mail.

" IMAP
Connect ko an IMAP e-mail server to download e-mail and synchronize
mailbox Folders.

" HTTP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox fFolders.

" Additional Server Types
Connect to another workgroup or 3rd-party mail server.

< Back | Next > | Cancel
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Enter your DriveHQ email address, logon information, and server

information. Incoming and Outgoing servers are both

mail.drivehq.com.

E-—mail Accounts

Internet E-mail Settings (POP3)

User Information

Each of these settings are required to get your e-mail account working,

Your Mame: I 1ohn

E-mail Address: |1ohn@drivehq.com

Logon Information

User Name: l John

Password: I***************

¥ Remember password:

I Log on using Secure Password
Authentication (SPA)

Server Information

Incoming mail server (POP3): Imail .drivehg.com

Qutgoing mail server (SMTP): | imail drivehg.com

Test Settings

After filling out the information on this screen, we
recommend you test your account by clicking the button
below. (Requires network connection)

Test Account Settings ...

More Settings ... |

< Back | Nest > l Cancel |

5. Click Next.

6. The outgoing server requires authentication. In the Tools menu, select

Email Accounts, then click Next. Click the More Setting button and select

Outgoing Server tab. Select "My outgoing server (SMTP) requires
authentication" and select “"Use same settings as my incoming server”. You
are now ready to use DriveHQ email in Outlook.
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Int Settings

General (Outgoing Server l Connection | Advanced |

[{7 My outgoing server (SMTP) requires authentication]

* Use same settings as my Incoming mail server

" Log on using

|
|
o e R T b

" Log on to incoming mail server before sending mail

I 0K l Cancel I

Configuring a Private Domain Email Address

To configure a private domain email address on DriveHQ, you must have a
domain name; if you don’t have a domain name yet, you can register for
one through any domain registrar company such as GoDaddy.com, Network
Solutions or Register.com, etc.

Add a "DNS A Record”, i.e. add a server name: mail.YOURDOMAIN (e.g.
mail.drivehg.com) to 69.220.9.56.

If you represent a big company with its own DNS servers, then you can add
the "DNS A Record” from your own domain name server.

If you are a small business, you probably don’t have your own DNS server.
In this case, you can use your domain registrar’s DNS server directly. Log on
to your domain registrar’s website, and add a DNS A-Record.
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Configure a Private Domain Email Address with Register.com

If your domain name is currently registered with Register.com and if you use
Register.com's Domain Name System Servers (DNS Servers), then you can
modify this information online by signing into Account Manager, and
selecting the domain name you wish to make the changes.

Click on the link "Edit IP Address (A Record)" from the ADVANCED
TECHNICAL SETTINGS menu. This will open a page on which there will be
an editable list of all IP Addresses (A Records) associated with the domain
name, as shown below:

MY ACCOUNT: LOGOUT VIEW CART CUSTOMER SUPPORT FAQS WHOIS

ADD IP ADDRESSES (A RECORD)

@ How long before my IP Address changes take effect?
Add more IP addresses by filling in the fields below. Please click Continue when finished.

l' l.photosharehq.com points to |'55223-9 S5 ] [ pelete
I [.photosharehq.com points to | | [ pelete
l l.phctosharehq.com points to | l [] pelete
| mai | photosharehq.com points to [66.220.9.56 | O pelete
[ l.photosharehq.com points to |€€.220.9 S5 ] O pelete
l l.photosharehq.com peoints to | |

I l.photosharehq.com points to | l

Add more 1P addresses @

Cancel | | Continue

To host you private domain email address, you need to add an A-Record of
'mail" that resolves to DriveHQ email server: 66.220.9.56. After you have
made the necessary changes, click Continue to apply the changes.

You also need to add an "MX Record" to your DNS server. Below is an
example of adding an MX record using register.com website.
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MY ACCOUNT: LOGOUT VIEW CART CUSTOMER SUPPORT FAQS WHOIS
ADD MX RECORDS

@ How long before my MX Record changes take effect?
Add more MX records by filling in the fields below. Please click Continue when finished.

Host Name Priority Mail Server

| |.videosharehq.com [Low ¥ |mail.'.'ideosharehq.con1 |

| |.videosharehg.com [Low ]| |

Add more MX records @

| Cancel | | Continue |

Click Continue again to confirm the changes. Please note it takes about
24hours for a DNS name to be updated on the Internet.

MY ACCOUNT: LOGOUT VIEW CART CUSTOMER SUPPORT FAQS WHOIS

CONFIRM CHANGES TO MX RECORD

Please click Continue to confirm your changes, or correct any errors by clicking Edit.

Host Name Priority Mail Server

videosharehg.com Low mail.videosharehg.com

et (3)

( Cancel"l ! COntinue';{

Once you have finished the process above, go back to DriveHQ.com, and go
to your Email Options page.
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Email Options  [Go to Account Options]

Koply emnalh
@ Send reply wrals %o DevenQ enal sccourt

O Sand reply anals to my sxtemal emak sctourt

The Tebowng 5 Toatwres 30¢ (Nl dvadalie 0 JUiress ferviie users

(L) Custom conan enal

) Emal Remarding

€2) Bl e reply

(4) Eal eliisas | Avalable U rOs0 S USETS 6 Mok CuE-(he Vel viers
$3) Dl mateg Sst) Avadabie o group adwes V3ers o nomrg e rrarsber wsees

Custam Emad Domain Shecl DhS i Racard i ibe Dempo 1
(R e

Custom Email Domain:{ [Check DNS MX Record for the Domain
(e.q.: YourDomain.com. Leave empty if you don't use DriveHQ email service) Hide Help

Rwep I

Emad
Ato reply L 0st win o detask o reply emad tanplee i Ve
orahh mal Do)
L2 oe repy sovad tarrplate
< )

Type in your email domain name in the Custom Email Domain Field. Click
on Check DNS MX Record for the Domain to check the result. Then
click Submit.
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Webmail

Webmail lets you access your emails through any web browser. It offers
convenient access to your email and contacts. Moreover, it offers
comprehensive email management, group management, and other advanced
options and features.

To access webmail, log on to www.drivehg.com and click "Email hosting”,
found under “All Services”.

Drive Headquarters™
Cloud Storage & Cloud IT Solution 5.0

Publish

Welcome drivehgexample! Group Admin Go to new version

Iﬁ by
Z | & a & & | o 0O/ LG & x O
Up Upload Download Zip Download  Share Publish | Mew Folder Mew File Capy Cut Delate Paste R.ate
BE Folder Path:
= TN = =
H,J DriveHQ Root Al select % Folders 12 Search ﬁ Slideshow View = Option @ ]
B, Storaoe

EEI---[E DriveHQData

----- |- Example Folder ) _
..... @l GroupRead I":d I.;J

EEI---[E!. GroupWrite \ { l

H-[T) My Documents

""" 5 My Music [ oriveHQData [ Example [Wle]]

----- |31 My Pictures Folder

[EI---[E!. New Sync
----- [ PublicFolder

Webmail works like other email service providers. You can compose new
emails, reply, forward, delete and search emails; you can also move emails
between different folders.
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Advanced Email Options
Click “Email Options”.

All Services | Enterprise Service | Partnership | Log out

Drive Headguarters
The Best Email Hosting Service

Welcome FreeDrivehq! Group Admin

Mew ¥ g Delete |Q'_| Find ﬁ Put In Folder -: Email Options @
L?‘iMailEDXEE Sent The number of records per page: 20 50 100
..... ﬂlnbox
_____ m |:| From Subject Time -+ Size
..... lﬁ Draft | E FreeDrivehg@drivehg.com projects 21:24 66 B
""" [__TJ Trash L E FreeDrivehq@drivehg.com projectd 21:24 66 B
..... Bulk
Lo | E FreeDrivehg@drivehg.com project3 21:24 66 B
| EMBackuplata
| E FreeDrivehg@drivehg.com project? 21:23 66 B
= — O E FreeDrivehq@drivehg.com You account has...07/15/2010 1 KB
O3] al
E| Folder
SB Contact
) BBS Folder Size: 2 KB Total:5 Unread:5 The number of records per page: 20 50 100
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All Services | Enterprise Service | Partners

Drive Headquarters™
The Best Email Hosting Service E 'I?Plins
Welcome FreeDrivehg! Group Admin
“| New ¥ @J
Email Options Email Options [Account Options]

¥ Primary Email Address
» Custom Email Domain
» Email Aliases Primary email address:

» Group Email Addresses & send reply emails to DriveHQ email account (FreeDrivehgq@drivehg.com)

O send reply emails to my external email account (N

» Email Auto Forward
» Email Auto Reply

» Email Signature

» Safe and blocked senders

» Bulk Controls

» Email Rule

Mail
Folder

Contact

& [ &

BBS

Primary Email Address: If you registered your DriveHQ account using an
external email address, then your account is associated with two different
email accounts- your DriveHQ one and your external one. With this option,
you can set whether to use your DriveHQ email address or your external
email address as the primary email address. When recipients reply to your
emails, they will be sent to the selected email address.

Custom Domain Email: You can use your private email domain for your
email address. You need to add a DNS MX Record such that your email
server for the domain is: mail.YOURDOMAINNAME. You also need to add a
DNS A-Record such that mail. YOURDOMAINNAME resolves to 66.220.9.56.

Email Aliases: If you have a custom domain name, your email address is:
USERNAME@YOURDOMAIN (USERNAME@drivehg.com will also work). If you
weren’t able to register your preferred username, you can create an alias
email address such as ALIASNAME@YOURDOMAINNAME.COM.
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Group Email Addresses: manage custom email addresses, email aliases,
manage mailing lists, and create new email accounts (new sub-user
accounts)

Email Auto Forward: automatically forward emails sent to your DriveHQ
email account to a different email address. You can keep the email in your
DriveHQ account or delete it after forwarding.

Email Auto Reply: send an automatic reply email when you receive a new
email. You can customize the automatic reply email template.

Email Signature: append an automatic email signature at the end of each
email.

Safe and blocked senders: customize DriveHQ’s email filter feature by
adding safe and blocked email lists. See the screenshot below.

Email Options Safe Sender Safe Recipients Blocked Sender ;l

» Primary Email Address
» Custorm Email Domain w E-mail from addresses or domain names on your Blocked Senders List will alway
¥ Emnail Aliases be blocked!
» Group Email Addresses

» Ernail Auto Forward

» Email Auto Reply

2] [¥]

» Email Signature 1. Enter an e-rmail address or internet dornain to
(; Safe and blocked senders -) be added to the list
» Bullk Contrals 2, Example: example@example.com,

@examole.com

» Ernail Rule

L2t mail
|._' Folder

-
BBES ‘l | _'I_

Bulk Controls: controls how to treat bulk emails.
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Email Options

¥ Primary Email Address

» Custorn Email Daormain

» Emnail Aliases

b Group Email Addresses

» Emnail Auto Forward

¥ Ernail Auto Reply

¥ Ermnail Signature

» Safe and blocked senders
r Bulk Controls

» Ernail Rule

L2l mail

L= Faolder

Lf-"' Contact
BES

[

Bulk Controls

Bulk Levels:

Select the bulk level vou want to apply to incoming messages,

" Off Advanced Bulk Filters are off. Messages suspected as Bulk will still be delivered to your Inbox.

 Low Only obwious Bulk messages will be identified and delivered to the Bulk folder.Some Bulk mess
ages rmay be delivered to your Inbax.

 mMedium Almost all Bulk will be identified and delivered to yvour Bulk folder,

& High Wirtually all Bull will be identified and delivered to your Bullk Folder.

Delete bulk e-mail:

Choose when bull e-rmail is deleted,

& Later - Bulk e-mail is autornatically moved into the Bulk e-mail falder, where it is deleted ranual!

e Immediately - Bulk e-mail is deleted immmediately{if the e-rnail sent by your blocked sender).

Cancel

You can configure the bulk email filter level. You can also configure when to
delete filtered bulk email.

Email Rules: If you use other email client software such as Outlook, you

can configure rules on them. If you mostly use DriveHQ webmail, you can
configure certain rules here, such as putting certain emails into specific
folders as they're received.

Email Options

» Primary Email Address

» Custom Email Domain

¥ Email Aliases

¥ Group Email Addreszes

¥ Email Auto Forward

¥ Email Auto Reply

¥ Email Signature

» Safe and blocked senders
» Bulk Controls

» Email Rule

Ly Mail

[ Folder

&;: Contact
BBS

Edit Rule

Rule Name:
Account:
From:

To:
Subject:

Body:

Action:

FreeDrivehg@drivehg.com |+

Move to special message box | %

Save

[Destination message box] Select

Cancel
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About email protocols

DriveHQ email service supports SMTP, POP3, and IMAP. Read this section to
learn more about email protocols.

POP3 Email Service

Post Office Protocol version 3 (POP3) is a standard mail protocol used to
receive emails from a remote server to a local email client. POP3 allows you
to download email messages on your local computer and read them even
when you are offline. A lot of Email Clients, such as Outlook and Outlook
Express can keep emails on DriveHQ Email Server. Thus, you can access
DriveHQ Email account from different computers using Outlook. Both
computers can receive the same incoming emails. All outgoing emails are
saved in your local email box, which is not synchronized with DriveHQ
webmail and is also not synchronized among multiple computers.

SMTP Service

Simple Mail Transfer Protocol (SMTP) is the standard protocol for sending
emails across the Internet. SMTP uses TCP port 25. Sometimes you can have
problems sending emails if your ISP has blocked port 25 for controlling
spamming emails. To determine the SMTP server for a given domain name,
the MX (Mail eXchange) DNS record is used.

IMAP Service (Remote email folders)

The Internet Message Access Protocol (IMAP) is one of the two most
prevalent email protocols for email retrieval. The current version of IMAP is
4.0

There are some advantages and disadvantages of IMAP4 over POP3. A
detailed comparison is beyond the scope of this document.

The main advantages of IMAP over POP3 are: IMAP can keep multiple mail
boxes on server; e.g. you can keep your “inbox” and “sent” boxes on
DriveHQ email server. This way, you can configure IMAP email accounts on
multiple computers and all computers can access the same mail boxes; in
particular, if you sent an email on Computer A, you can find the same email
on Computer B in the same “sent” mail box.


http://en.wikipedia.org/wiki/Internet_standard
http://en.wikipedia.org/wiki/E-mail
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Address book and contacts
From the left side of the webmail homepage, click the “Contact” tab.

All Services | Enterprise Service | Partnership | Log out

Email Plans Webmail

Welcome FreeDrivehq! Group Admin

New ¥ ’Q Delete D Edit ’—E Send |Q;_| Search % Move/Copy @ Empty @

Contact Group List Friends The number of records per page: 20 50 100 q ' D
Contact Root

E| @ My Contacts
I m [0 webmaster webmaster@DriveHQ.com

£B Blocked
Group Contacts

Manage Contact Group
Import Contacts

[0 Name o Email Cell Phone Home Phone

2 mail
IE Folder
53 Contact

- BBS | Add | | Delete | | Edit | The number of records per page: 20 50 100 QD

DriveHQ Contact main page

On the left side is the “contact folder tree”. Contacts are divided into 2 parts:
1. My Contacts: these are private contacts created by you.
2. Group Contacts: contacts shared to you by your group members.
You can click the "Manage Contact Group” or “Import Contacts” links to
create, add, or edit contacts.

Create Contact Groups

Before you create a contact, you must create a contact group. The “Friends”
contact group is created by default. To create a contact group, click Contact
Root, then the Add button.
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Contact Group List Create contact group ad
[=) Contact Root
SR My Contacts Parent path:
o
&5 Friends Contact Group Name: AllCompanyContacts
B, Blocked
[5] Group Contacts Contact Group Description: |All contacts in the compal
Manage Contact Group Share to the group: Full Access w
Import Contacts _ —
Mailing list type: Private mailing list v |
Lz Mail
o
4 Contact
o MNote:
T By default, you only create a Contact Group, which is not a mailing list. & cor
= . .
cup can also be used in sharing a folder, where you can share a folder to pel 4
T <. .} J

Create a contact group screen

Enter a contact group name and description.

For “Share to the group” property, you can select:

Not shared: this is a private contact group and no other user can see it.
Read-only: this contact group is shared to all group members with read-
only access.

Update access: this contact group is shared to all group members with
update access

Full access: this contact group is shared to all group members with full
access.

For the “mailing list type” property, you can select:

To

Not a mailing list: It is only a contact group (i.e. a contact folder) and
cannot be used as a mailing list

Private mailing list: This contact group can be used only by me as a
mailing list.

Domain mailing list: This contact group can be used by anyone in my
group as a mailing list.

Public mailing list: anybody on the internet can send emails to this
mailing list

control spamming, a mailing list cannot have more than 100 email

addresses. Spamming is automatically monitored and strictly prohibited. If
spamming is discovered, your account will be immediately disabled.
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When you share a folder, you can share to people in your contacts.

you share a folder, just select the option “Select Contacts”.

Create Contacts

Click on a contact group name, and select "New”, then “Contact”.

Contact Group List Create contact in AllCompanyContacts
[i=) Contact Root
_L@ My Contacts First name: dhqtest11
Dol - 5
&5 Friends Email: dhqtest11@drivehg.com

B Blocked
§:3) AllCompanyContacts RS LU
. =) Group Contacts

Address line 1:
Manage Contact Group

Import Contacts City:
Country: United States
Zip:

Note:

L2t mail
[=] Folder
5“3 Contact

|&8| Calendar

BBS | Save | | Cancel |

Create a contact page

last name: dhgtest11
Home Phone:

Work phone:

Address line 2:

Company name:

State: Please select a state

This is the contact info for the user account dhgtest1l

NO PHOTO

Select

Enter all relevant information and the contact’s email address.

Create or import contacts in batch

When

If you have a lot of contacts, you can import contacts in batch. Click the

“Import Contacts” link.
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Contact Group List
[i=) Contact Root
:_@ My Contacts

.. B Friends

Import contacts from Google Import contacts from local CSV file

® Download contact list CSV template file

C‘B Slocked The drepdown lists below are Country ID and State ID map info; you can download an excel map file.
& AllCompanyContacts
—ﬂ Country: United States [V] State: Please zelect a state [V]
Manage Contact Grou Country ID: 223 State ID: 0
Import Contacts
@ Import
L2 mail
@ Back to contact group list
[=) Folder
Sg Contact
|EH| Calendar
BBS

Import contacts from Gmail or a CSV file.

You can import contacts from your gmail account, or from a .CSV file. A CSV
file, or comma separated value file, looks something like this:

Name, Phone, Fax, email
John Doe, 123-456-7890, 123-456-7891, johndoe@drivehqg.com

In Microsoft Excel, you can save a spreadsheet as a CSV file. Microsoft Office
Outlook can also export contacts as a CSV file. From Outlook, click on
Contacts, then select from the menu “Import and Export”, then choose
“Export to a file”.

Export to a File

Create a file of bype:

_omma Separaked Yalues (D0S)
Comma Separated Yalues (Windows)
Microsoft Access 97-2003

Microsoft Excel 97-2003

Persanal Faolder File (pst)

Tab Separated Values (DOS)

Tab Separated Yalues (Windows)

< Back I Mexk = I Zancel

Export Outlook contacts as a CSV file
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Email Manager

Email Manager is the first email backup program that lets you manage
individual emails and contacts. You can drag and drop emails to folders
stored with DriveHQ or even back up entire email folders

Email Manager’s interface is similar to File Manager. The default dual-pane
interface allows you to easily drag and drop emails, contacts and mailboxes
from your local PC to your online storage account.

Advantages

e Email Manager lets you backup and restore emails one by one. No
other backup software allows you to do that. Because Outlook’s PST
database files are typically very large, it can take a long time to back
up your emails this way. With Email Manager, you can easily back
them up one by one.

e Set up either a real-time or scheduled backup

e Back up even when Outlook is running!

e Automatically resume transfers if internet connection is lost

e Access backed-up emails and contacts from anywhere using DriveHQ
Webmail.

e Easily migrate your emails from one computer to another using drag
and drop.

Pricing

Email Manager is sold separately from the rest of DriveHQ’s products. Basic
service is free, but you can back up only 1000 emails and 50 contacts. For
more information about pricing, please visit here:
http://www.drivehg.com/email/BackupPricing.aspx



http://www.drivehq.com/email/BackupPricing.aspx
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Getting started with Email Manager

Installing DriveHQ EmailManager client software

Download Email Manager here:
http://www.drivehg.com/downloads/DownloadEmailManager.aspx

Currently, only a 32-bit version is available which also works on 64-bit
operating systems. Before you install this, please make sure you either have
Microsoft Office installed, or that you’'re using Outlook Express.

Log on to Email Manager

Launch Email Manager and type in your username and password. It may
take several minutes to load all your emails. You will then see the main
screen which consists of three panes:

e« The remote email pane

o The local email pane

o The task management pane


http://www.drivehq.com/downloads/DownloadEmailManager.aspx
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e izl

QOdIX &

j ‘ Local Email: |[|'_:' Personal Folders

Marne | Unread | Total
[ 3tnbox {&) Deleted Ttems
. Eﬁent Elnbnx
f @Draﬂ: @Outbnx
| (& Trash SEnt Items
&) Bulk : {8 Contacts
= (82| ContactRootFolder L @Draﬂ:s
[&]Friends Eajunk E-mnail
[8=]Rlocked

Local Pane

|  MName |  Progress |  Size | Time | Speed| Status | LocalFolder | ServerFolder | Mode |

Task Management Pane

Email Manager main screen

Hide Email Panes:

Click the “View"” button to see options for hiding panes. You can also hide
the Task Management Pane by clicking

Manage local folders

In the local emails pane, you can manage local emails and folders
(mailboxes) as you would in Windows Explorer. You can:

1. Navigate local emails and folders

2. Create new local email folders

3. Rename local email folders



http://www.drivehq.com/Help/doc/emailmanager/managelocalemailsandfolders.htm#navigate
http://www.drivehq.com/Help/doc/emailmanager/managelocalemailsandfolders.htm#creat
http://www.drivehq.com/Help/doc/emailmanager/managelocalemailsandfolders.htm#rename

Drive Headquarters 186

Internet is your local drive!

4. Copy and paste local emails and folders

5. Delete local emails and folders

Manage online folders

When you register for a DriveHQ account, an email account is created
automatically for you. Your email address is YourUserName@drivehg.com.
By default, your email account has five folders: Inbox, Sent, Draft, Trash
and Bulk; it also has two default contact groups: Friends and Blocked.

Remote Email: |@Remnte Ermail Root j

iRemote Email oot Marme Unread Total |

[ Inbosx 1 1
[=]5ent 3 7
L7 Drafr 1z 1z

& Trash 521 S

f Eulk, 0 i}
-1-{8=] ContactRootFolder @ 3

3 Friends = 8=l ContactRoatFalder 0 ]
8 Blocked [8=|Friends ] 4
SElocked 0 ]

e (w3 |

You can manage your online folders in the remote pane just like you would
your local folders. See the “Manage local emails and folders” section above
for more information. In addition, you can double click a remote email to
view it in your web browser.

Transfer Emails and Contacts

Email Manager enables convenient and powerful email transfers between
your local email client (Outlook, Outlook Express, or Windows Mail) and
DriveHQ.

e You can transfer emails, folders, and contacts by dragging and dropping.

e Monitor and manage transfer tasks in the task management pane

e If a transfer is interrupted, it will automatically resume when internet
connection is back.

e Email Manager uses data compression, so transfer speeds are fast.


http://www.drivehq.com/Help/doc/emailmanager/managelocalemailsandfolders.htm#copy
http://www.drivehq.com/Help/doc/emailmanager/managelocalemailsandfolders.htm#delete
mailto:YourUserName@drivehq.com
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e Email Manager supports incremental uploading and downloading. If an
email already exists in the destination folder, the transfer will be skipped.

Uploading and Downloading Emails and Contacts

To upload emails, select emails and folders you want to upload (select
multiple emails by holding down the shift or control key). You can drag &
drop the selection to the remote pane. Or, in the remote pane, select the

destination folder, then click ®. The selected emails will begin transferring.

The procedure for downloading is the same. Just drag and drop from the
remote pane to local instead.

Manage Transfer Tasks

The Task pane shows information like file name, source and destination,
current transfer progress and transfer speed, and estimated time left.

| Name | Progress | Size | Time | Speed| Status |  LocalFolder |  ServerFolder | Mode ||a
B (=iFw: PhotoE... 36 KB(O B) 00:00:00 S8KBfs Transfering \Personal FoldersiInbox \Personal FoldersiInbox Upload
P [JRE: Photos... 10KB(0 B) 00:00:01 S8KBfs Transfering \Personal FoldersiInbox \Personal FoldersiInbox Upload
P (JRe:PhotoS... 15 KB(0 B) 00:00:01 S8KBjs Transfering \Personal Folders\Inbox \Personal FoldersiInbox Upload
P (3Re:Photos.. [T ]11KB(OB) 00:00:01 S8KBfs Transfering \Personal FoldersiInbox \Personal FoldersiInbox Upload
B uAffliateba.,. [0 |36 KB(OB) 00:00:01 S8KBfs Transfering \Personal FoldersiInbox \Personal Foldersiinbox Upload
> -JRe: Photo5... 7 KB(O B) 00:00:01 52 KBls __ Transfering ipercnnal FalderciTnhay iPercnnal FalderciTnhay | inlnad (]
Resume | [ Stop ] [ Delete ] Estimated Time Left: 3 min 53 sec, Upload Speed: 65 KB/fs, Emails being transferred: 166, Size: 14 MB; Tot...
J

e Click the “Delete” button to delete a single or all the email transfers from
the task list

e Click the “Stop” button to stop a single or all the email transfers in the
task list.

e Click the "Resume” button to resume a single or all stopped email
transfer tasks.

Note: Email Manager only supports transferring regular emails and contacts.
Other types of content like meeting request emails and system undeliverable
emails cannot be transferred.

Automatic Email Backup

Email Manager supports scheduling an automatic email backup. However, it
doesn’t support automatically backing up contacts or contact groups as they
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are not usually changed frequently. For those, you can drag and drop
instead.

Creating your email backup task is easy. Email Manager only allows one
backup task. It supports real-time or scheduled backup. If you want your
emails backed up as changes occur, then choose Real-time. This may
slightly affect your system’s performance if the amount of data is very large
or if you have a lot of emails. If that’s the case, choose Scheduled Backup.
Your email folders will be backed up at the scheduled time.

Create your backup task

Launch Email Manager and click the "Backup" button.

ﬂ‘l DriveH() Email Manager - Backup Settings

b

Stepi: Select folders to backup

[O&2 Local Email Roat Marne | Unread | Total |
= [~ Personal Folders

[M'a Deleted tems
[¥1L ) Inbox
[¥1L=) Outbox
[¥1L=5 Sent Items
[F1_7| Drafts
M. @ Junk E-mail

- [C1%5) Outlook Express

i~ Personal Folders o 1103
I‘_;_ﬂ Oublonk Express 1 L

Cancel fsadwmmemgammes] [ hiexts ] - ]
Y J

Select the email folders to back up. Be sure to uncheck junk, spam, trash,
and bulk folders. Then, click "Next".
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& | DriveHQ Email Manager - Backup Settings

Stepz: Setup backup

Backup Tvpe

Real-time: Continuously backing up emails and email ...

& Scheduled Backup: Schedule a backup bask bo be pun laker

Skart the backup task at: :

Dne Lime onky

& Daily
W' eekly Select day of week: | j
Mankhly Select day of Month: E
Walid Date
This task is walid from |z010- 7-19 ﬂ tD|2|:|99- 1- 1 ﬂ

Zancel rEi-fu:k.l_u:u Account Setking and Rules] ( < <Previous ] ( Fimish ]

. S

Select real-time backup or scheduled backup:

Real-time: the task will back up local email folders to remote email folders
as changes occur.

Scheduled Backup: Schedule a recurring backup task. The task can run
one-time, daily, weekly or monthly.

If you want to back up email account settings and email routing rules, click
the Backup Account Setting and Rules button:
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& | DriveHQ Email Manager %

jj) Cutlook. account settings and email rules are backed up
separately from the email backup and contact backup, You
can setup an automatic task to backup emails; you can also
use drag and drap ta backup emails or conkacks.

Click. Ok to backup all Cutlook account settings and email rules
nov, Account passwords are nok backed up,

Ik Cancel

o A

Click OK to start the account settings and email rules backup.

& | DriveHQ Email Manager %

i Al account settings and rules have been backed up
successfully,

84

. J

Click on OK to confirm. Finally, click Finish.

The email folders you back up can be accessed through Webmail at
www.DriveHQ.com/Email/.

Manage or Backup Multiple Email Accounts

With Email Manager, you can manage or backup multiple email accounts
configured in Outlook, Outlook Express or Windows Mail. You can also
manage and back up emails on multiple computers. This feature is often
used to move emails from one email account to another.

Emails and folders are grouped by email accounts and PCs so that they won't
overwrite each other. So even if you have the same email folders with the
same name on different PCs or different email accounts, you can back them
all up without confusion.


http://www.drivehq.com/Email/
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Manage email backup task

After you've successfully created your email backup task, you can click on
the "Backup" button to edit, delete, or manually start the task.

® | DriveHQ EmailManager - Manage Backup g

Manage Backup: Manage backup email boxs

O& Lacal Email Root Marrne | Unread | Total |
S [ | F'ersu:unlal F;Iders [ Personal Folders 0 1103
g/ Deleted Items Ii_;'i| Outlook Express 1 1

[#]. - Inbeox
F5 outhox
[¥].= Sent Items
B3 Drafts

...... -

L@ Jurk E-mail
+ Dlﬂil Outlaok Express

( Cancel } [DEIE-I:E: Eiau:kup] ( Start Backup } r---ﬁ::F‘reviu:uus 1 ! Mext== }
\ J
Manage backup window

You can add or delete backup source folders, and change the backup type
and schedule. After you finish, click the "Save Changes" button.
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Restore Emails

IECEE RS izl

00X 2

DriveHQ Email Manager

Remate Email: | (% Remate Email Root

Marne | Unread

Elnbox
ESent
@Draft
&) Trash
2] Bulk
] |85 ContactRoatFalder
|85 Friends

g-a Elockad

Marme

= Elnbox
[ mew Folder
@Outbnx
ESent Ikemns
[ (8! Deleted Ttems
[ new Falder
@Drafts
EaJunk E-rnail

[ e e Y e Y o Y e e R I == )

‘ersonal Folders

.
[l

@Sent Ikems
= @Inbnx
Ca Temp

[ o U e A o e e R )

[
(= |
ra

oo o o O O O =

Unread | Total

[ T s Y s Y o o I o B B

To restore your emails and folders on the same computer, click the
"Restore" button to restore the entire backup task to the original location.
You can also restore certain email folders. Just uncheck those email folders
that you don’t want to restore. See the screenshot below for more details.
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ﬂ DriveHD Email Manager - Restore setting

Select folders to Restore

D% Remate Email Root B]Euhject ]Frnm ]Tir‘nE - ]
=i~ Personal Folders

El O Inbox

There are no items ta shaw in this siew,

( Restore Account Setting and Rules. ] Restore J Cancel 1

. .

You also can manually restore your backup task using drag and drop. If you
need to restore emails to a different computer, or if you need to restore
emails after you have reinstalled your operating system, then you cannot
use the “"Restore” button to restore your emails. In this case, you can only
drag and drop them.
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Options
In the toolbar, click the “"Option” button.

ﬂ"] DriveHQ Email Manager - My Options

2! My Profile
|7 Remember my logon info

|j Account Balance

- |7 Automatically sign in
&= Change Password

f‘i My Options

@ Subscripbion

ﬂ System Options

Save Change J Clase

A A

e My Profile: View or edit your profile

e Account Balance: View account balance and details (cash balance,
number of emails, max number of emails allowed).

e Change Password: change your account password
e Subscription: subscribe to subscription plans

e System Options: You can disable the application from automatically
starting when you log on to Windows, enable SSL for data transfer, and
configure Email Manager to minimize after starting.
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Mac Support: MacBook, iPad and iPhones

Most of the services DriveHQ offers is also available for Mac:

e Web-based online file storage, online sharing, remote collaboration,
group account admin, etc.

e FTP service

e Email server hosting

e online backup software

All web browser based features, FTP server hosting, email server hosting
service, and file hosting services work the same as they do on PC.

Online Backup for Mac

There is a separate version of Online Backup for Mac. The main features
include:
e Scheduled backup tasks
e Incremental backup - minimize storage usage and improve backup
speed
e File versioning
e Back up multiple computers with one account
e Restore backed up data reliably, through Online Backup, the
website, FTP, or File manager.
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= N N DriveHQ Online Backup for Mac

( Create NewBackup | @& Member List
[ Delete Backup... ) @ My Documents m
& My Email
Save Backup @ My Projects I3
Run Backup Now... @ Plan of this year v

........................... { Source & Destination ~ Schedule  Advanced Settings  History & Restore ].

Source:

Directory Path: | Please choose backup directory... Choose...

Destination:

Type: | FTP Server Fa |

Host: ftp.DriveHQ.com

Path: /DriveHQData/MACBackupData,/ Works

Username: |Username is required

Password: |Password is required

Hover the mouse over a setting to see a tooltip with more information ®

ks http:/ fewww. DriveHQ.com J DriveHO Online Backup for Mac version 1.6 (645), Copyright 2010

Online Backup for Mac

File manager alternatives

Currently, there is no Mac version of File Manager; however, we plan to
release one in the first quarter of 2011. Until then, users can use other free
FTP client software, such as FileZilla. Certain advanced features are not
available, however, like sharing, publishing, and folder synchronization.
Sharing and publishing can be accomplished on the website.
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You can download the FTP clients from our download page:
http://www.drivehg.com/downloads/downloads.aspx

Support for other OS and devices

DriveHQ’s website, FTP service, web and file hosting service, and email
hosting service are all compatible with Linux, iPhone, iPad, Windows Mobile,
Palm, etc. There are certain limitations based on the OS and device
capabilities.

File manager and Online Backup is not available on these platforms.
However, you can use a third party FTP client and FTP Backup software.

Enterprise Service and Private Label Service

About DriveHQ Enterprise Service

DriveHQ'’s premium service is optimized for small businesses, professionals
and high-end users. In addition, we have enterprise level service available to
large businesses.

DriveHQ's Enterprise service offers the following advantages:

e More storage space- up to 10TB max storage space in a single service
plan

e Low unit price

e Bundled with group account service and sub-user licenses; easily support
enterprises of over 10,000 users.

e Includes all of DriveHQ's products, including Email Manager.

e A custom logon page is provided to you and your sub-users for a more
customized logon screen. Your company logo will be placed on it, as well
as on every page of the website.

e Host a custom domain email server, static web server and FTP server.
For enterprise users with a lot of data, uploading it all can take a long
time. You can ship up to 4 USB disks/year for free to DriveHQ and we will
upload it directly at our data center, which is much faster.

e High priority customer support is available to you by phone.


http://www.drivehq.com/downloads/downloads.aspx
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/= http://yourcompanyname.drivehg.com/ - Windows Internet Explorer - |I:I|5|

% - IE, htkp: fvourcompanyna. .. j |T_?| |£| I Bing |ﬂl|

File Edit ‘iew Favorites Tools Help

<7 Favarites {€ hittp:/vourcompanyname. drivehg. cam/ | |

Your Company Logo

_ Please Log On
)

'* Username: I

Password: I Logon

Powered by
Usiyz Headguarters =

A sample Custom Logon page
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,ﬁ"' DriveHQ.com Show Folder page. Show folder tree. Online storage, sharing, b - |I:I|£|

@?; = Ig REEp: e driveha... j || % Bing e

File Edit Yiew Favorites Tools Help

‘i:‘f‘ Favorites (€ DriveHo.com Show Folder page. Show folder tree, O...

Log out | Maobile Version | All Services | Features & Plans | Enterpris

Your Company Logo

Welcorme TourCompanyMame! Group ddmin Go back to older version

] = = B & @@ Ci L] [
Up Upload Download Zip Download Share  Publish New Folder MNew File Ci
<) DriveHQ Root || Folder Path: “Yourllser2: -
El'"-‘.ﬁ My Storage I Select (O Search & Download All 55| view <5z Optic
i I[8) DriveHQDat -
; (2 priveHqData Shared to YourUserZ wi
Efl"'@, GroupRead
EEI'"@. GroupWrite [ Mame = Action Create Time
®-[3 My Documents M D test o5 4/17/2009 1:20:2
----- My Musi
Cymy .UE"E r Ii SamplePhotol.jpg 5/’5 4/17/2009 1:16:5 =
----- 4 My Pictures a (KN | 3

Custom logo service — bundled with DriveHQ enterprise service for free.

Enterprise Service Pricing and Ordering

DriveHQ Enterprise Service pricing info is available online at:
http://www.drivehg.com/premium/enterprisePricing.aspx

By ordering Enterprise Service, not only do you get more features, more
storage space, and better customer support, but you also save more money.
To order Enterprise Service, download and fill in the order form, sign it, and
send it to us. Or call us at (925) 242-2188 and we will process the order for
you.


http://www.drivehq.com/premium/enterprisePricing.aspx
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Troubleshooting

Slow Transfer Speeds

Why's it take so long to back up a task?
Upload speed is dependent on several factors:

Total amount of data: the more data, the longer it takes.

Total number of files: if you upload many small files, the overhead will
be larger and thus slower to transfer

File types

Image files will create thumbnail and preview images, thus slowing
upload

Online Backup supports data compression to speed up file transfers.
Uncompressed files can be uploaded faster than compressed ones.
Compressed file types include jpg, mp3, zip, rar, ppt, and mpeg.
Uncompressed file types include text, HTML, MS Word, Excel, DLL, PDF,
and others.

The upload speed between you and DriveHQ'’s data center. Even if you
your internet connection is fast, transfer speeds to a particular website
are not guaranteed. Your internet connection speed can only be
guaranteed from your computer to your ISP’s data center. From your
ISP’s data center to DriveHQ.com data center, it will go through many
hops on the Internet backbones. Most hops are shared by thousands
of internet users. So it is very much like a high-way system. The
slowest hop determines your actual speed. Your ISP might be able to
optimize the connection speed for you by changing the routing.



