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Overview  

DriveHQ offers a comple te  suite  of  cloud IT products and services for your 

business or personal needs.    
 

Online  storage  
Store  files on www.drivehq .com and acc ess them from anywhere at any  

tim e.   Files can be ac cessed via the website, our File Manager  desktop client , 
FTP, or  dr ive 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 backup s are  supported , 
as well as  folder encryption and file ve rsioning . 

  

FTP  server h osting  
FTP is seamle ssly integrated with online storage  so you can use any third 
party FTP client  to access and u pload data . 

 

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

 
Email backup s ervice  
Email  Manager is the first application that lets you back up individual 

Outlook e mails and contacts . It ôs more efficient than backing up  large  PST 
files . 
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Sign ing up  

Sign up for free at www.drivehq.com  

 
Follow the instructions on the website.  After signing up, the account 

needs to be activated . An auto matic 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 donôt receive the activation email within  20 minutes:  
¶ Check if the em ail has been  filtere d into your junk or spam folder.  

¶ Check if your email server has filtere d DriveHQ email. Notify  your 
syste m administrator or your ISP not to block DriveHQ emails.  

¶ Try to log -on w ith the un -activated username and password. 
Resend the act ivation email  to yourself.  

¶ Email  your username  to support@drivehq.com  and we will  manually 
activate your account. If a new account is not activated with in 2 

days, it will be  deleted, and you will have to sign up agai n.  
 

 
 

 
 

 

www.drivehq.com
support@drivehq.com%20
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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 
custo mization services.   

 

Product Lineup  

 
W ebsite :  for light usage  the  websi te 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 .  Plu s trans fers are lightning fast with our automatic file 

compression  feature .      
Online Backup:  backup software that lets you schedule file, email , and 

database  backup s.  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 M anager is sold 

separat ely)  
 

Other supported applications:  
Third party FTP:  access your online storag e 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.drivehq.com , you can man age your files, upload 

new ones, share  them , and more.    
 

The website features :  
 

¶ Online s torage   
o Download and upload files   

o Batch upload files  
o Zip download  files  

o Drag-and -drop  feature  
o file versioning  

o ability to direct edit .doc files by launching local Of fice application 
(Internet Explorer only)  

¶ File Sharing   
¶ 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 acces sed at : http://USERNAME.drivehq.com/  
¶ Webmail  

Every DriveHQ accoun t comes with an email account in this format: 
username@drivehq.com  

o Host a private domain email address  on Dri veHQ. 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 :  

Á Group Administrator  
Á Sub -group administrator  

Á Group member  
Á Guest  

o Allocate storage to sub -users  
o Create and share a folder to different users or groups with 

different levels of access rights.  
 

http://www.drivehq.com/
http://username.drivehq.com/
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Your My Storage  Folder  

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

 

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

 
DriveHQ Root:  This  contains everything in your DriveHQ account . Wit hin it 

are two virtual folders: My Storage  and DriveHQ Share . 
 

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

 
Dri veHQ 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/l ist view only  

- Read/download o nly  

- Upload / Add  
- Full a ccess  

http://www.drivehq.com/


 

 

15  

Toolbar buttons :  

 
Up:     Go up the folder hierarchy  

Uplo ad:    Upload files to current folder  
Download:    Download a file ( download files one at a time on ly )  

Zip Down:    Download a z ip  file of multiple  files and folders  
(available only to  premium  members )  

Share:    Share files to other users or groups  
Publish :  Publish files which will create static links for them (available   

only to premium  members )  
New F older:  Create a new folder within the current folder  

New File:    Create a new file within the current folder  
Copy:    Copy selected files to the clipboard  

Cut:    Cut files to the clipboard  
Delete:    Delete files  

Paste:    Paste last copied or cut file to current folder  
Rate:  Comment or rate a file thatôs been published or a file thatôs   

been shared to you . 
Subscr ibe:     Order storage plans or user licenses  
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Upl oad ing F iles  

From My Storage , navi gate to the destination folder or create a new folder 

where you  want  to upload . Click ñUploadò from the Toolbar . 
 

 
 
There are four  ways to upload:  

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

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

once .  

 ̧ Drag & Drop Upload: Drag & drop upload is currently supported in Firefox, 

Chrome, and Safari.   

 ̧ 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 uplo ad 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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Download ing F iles  

In My Storage , you can select a file and click the ñDownload ò button to ha ve 
it downloaded to the  current folder of the local pane.   On the website, you 

can download only  one file at a tim e.  Folders must be zip downloaded.  
 

Zip Downloading  

Use the ñZip Downloadò button to download multiple files and/or  folders.  Zip 

Download is a convenient way to  download multiple files and folders.  
However, ñZip Downloadò requires heavy server resources. Therefore, we 

recommend using zip download only for small files.  
 

Changing  View  

To change how files are displayed , click ñViewò. 
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With  detail view , more info rmation is displayed, including : file name, size, 
create time , and modify time.  You can sort fil es by clicking on a column 

header . 
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Preview ing F iles  

Preview  image, text , musi c, and video files. Depending  on the browser and 

plug - ins , other file types migh t also be supported .   

Photos  

Preview pictures, rotate them, and add special effects.  
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  Rotate an image  

Text files  
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You can edit text by  clicking ñProperty ò. 
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Previewing Music F iles  

You can preview music files  if your web browser has a musi c player plug - in . 

 
 

 

Edit ing Microsoft Office D ocuments  

If you have Microsoft Office installed on your computer , you can direc tly edit 

remote MS office files . Double -click an Office file to be taken to the File 
Preview page.  Then, click ñLaunch MS Word to Edit Remote File Directlyò 

(works in Internet Explorer only).  
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Office will open and you can edit the file . 

 
  

When you finish, click ñSaveò. 
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Our back -end system uses WebDav to save your file back to our servers.   

The  technology has  some  inherent weakness es 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 b efore 

automatically synchronizing  to your online storage account.  
 

Playing a Photo Slideshow  

 
 

If  you have a folder that contains  image  files, you can play a slideshow by 
clicking  ñSlideshow ò. 

 
 

. 
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Slideshow  

 

Searching  

To find a specific file or folder,  click the ñSearchò button. 
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Folder O ptions  

To configure folder options, c lick  Option Ą Folder Option . 
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You can modify the following options:  

¶ Show Folder Tree : show folder tree structure on left hand side  
¶ Thumbnail View & Detail View : Set max  number of rows  and columns  

¶ 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 
confiden tial. Most i nternet traffic is actually HTTP.  U sers wh o need the 

highest level of security can enable this option (requires premium 
account) .  

¶ Enable ñRecycle Binò for file deletion: by default, when you delete a  file, it 
is deleted forever . You can set th is option to move  deleted files to your 




























































































































































































































































































































































