123-Drive : Instructions for Sharing Files

To simplify the process of making files available to other people, the Share files option has been
replaced by three new options - Send, Link and Embed. The three new separated dialogs make it
guicker and easier to send files to specific people or publish them on the web and offer some new
options and enhancements over the former combined dialog. Each option can be found on the
File Actions and right-click menus in the file manager interface.

Send

Send does exactly what you'd think - just enter the people you want to send the files(s) to,
optionally enter a message to send with them and you're done! If you have imported a contacts
list in the Add Friends section of the Community tab, or have previously sent files to someone
those contacts will be selectable from a quick select box to make things even quicker. You can
now also choose to give recipients the ability to make changes to files or upload new files so you
can easily collaborate on projects with your collegues no matter where you are. Each recipient
will be sent a message with a link to the shared files, we check that each recipient has your
permission to access the files and you can revoke that permission at any time so as well as being
instant and having no limit on file size, it's more secure than e-mail too!

Link
Click Link to get a hyperlink to a file or folder, you can send it in an e-mail or IM message, post it
on a web site or put it in a document. If the link is to a photo, video or music track it can be
viewed or played online whilst folders can be browsed using the same fully featured file manager
you use to access your account. You can of course set whether anyone with the link should be
able to access the files it references and revoke such access at any time.
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And now for the exciting part - For Image, Music and Video files, click Embed to by the seloced tems
get HTML code which you can paste into any web page, blog or supported social s
networking site to display your personalised media show right there on the page. : 3
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What's more you can now customise the colors of the media player and set other
display options such as whether to show a play list or offer users the full-screen s
button enabling you to design a media player to suit your site or mood. Finally, for
users wanting to add a professional touch to their hosted videos, music and s

slideshows, upgrade to the Premium account via the My Account page and we'll e
remove our logo and branding from your embedded players. 8 % Conmirty

A visual guide prepared by Graham Roe

-- Upload any files (using the “Upload Files” button at the bottom of the left hand
navigator panel — see diagram to the right)
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-- Share them: \
-Click on the 'Files' tab to see a list of files (you may need to double click on a
folder to see the files in that folder). Gorn
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- Select those that you wish to share: you can select more than one.
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- Point at the selected files and right-click with the mouse.
You will see a menu that includes 'Send'

- Click on send: a window appears



123-drive - My Files - Mozilla Firefox ["_TLQ]
Be ESt Vew hgoy Gookmsks Tods Hep

@ -»-@ G &by [+ w1z o [=B] [ &) & -
M Getting Started [ Latest Headines 53 Sheffield Livel: The B... || B2 Online: From KE...
- M®PO< &3 -%-/0 -&-

. Ceutech

Y 7 N oo My Accourt | Farums | Mobie | Logout
m .drive sowred by Ty

<® Community |geiBilegy = Videos 5 Music &1 Photos

I Tasks -] C6e a (-] ot
Flaythe selected flems e Name Seo Typo Lo A My Files
Link o the selected flems @y diflcatlon [ 20

Embed the selecled <o sit Doc P 2 items selected
A dit Documents Onlin

Send the selected items 3
Delete the selected itlems %

A 5 E3

Move the selected tems (3] » KT 8
end these files
Copyfhe selecled flems  [&]
Enter the peapée to send these fles to and cick Send.

@ B hay Prcce [ Sendto everybady on my friends kst
8 35 Wy Music Enter & messaps to send (optional)
@ P pay Videos Fiores see some fiss Twosdkd W 1o shars with you
3wy Fles
2 88 communty

] Asow these people to make changes to these fies

[ 5ra | e |

iew peogls wha sready have access to these fies

Upload Files o

- Tick 'Send to everybody on my friends list' (assuming that all your friends are STN). You need
do nothing to the box ‘Enter the people...".

- In the box labelled 'Message to send (optional)' type a meaningful message.
- Click on 'Send'

The user will then receive an email - similar to that below - with a link that they can click to view
and if necessary download to their computer.
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Click the link below to see the files Graham Roe shared with you.

http://drive 123-reg.co.uk/F/404625-151288423/403957/Y [EINmNmMNWIANTMzZjQ4YTY4YWU2N2UyZDBY 2F1Y Q=

Troubleshooting
“You may need to click the option to enable links in your e-mail client. Alternatively you can copy and paste the following link into the address bar of your browser:

http://drive 123-req.co.uk/F/404625-151288423/403957/Y JEINmNmMNWIANTM=ZjQ4YTY 4 WU2N2UyZDBIY 2F 1Y Q=

You will need to login to 123-drive with the e-mail address david@davidsymes.co.uk and your password.

You will have then successfully shared your file(s) with other members of the STN Community on
123’s Shared Drive.



