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Introduction

iDC File Manager is a secure multi user web based file management
system, that allows you to store, manage and share every format of
digital media, including, documents, images, audio, video, publishing
layouts, presentations and PDF files between you and your end users.

This user guide will provide you with an overview of iDC File Manager’s
main features, the interface and how to use the various taskbar functions.
Later on in the guide it will explain how to use iDC Client Manager, the
Admin Client Management system distributed with iDC File Manager.

For ease of use you may want to print this guide out for future reference.
*** Please note: this guide will not include information on how to install

iDC File Manager - this information can be found here:

http://www.idotcommunications.co.uk/site.php?page=Manuallnstall
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Logging in

Authorized users can quickly and easily access documents via iDC File
Manager 24 hours a day, 7 days a week from anywhere in the world via
either a Mac or PC running an Internet Browser with JavaScript enabled.

To access iDC File Manager the user must first enter the File Manager URL
or IP address into the browsers address bar.

When the File Manager has loaded users will initially be greeted by a Login
Screen.

Login Screen

VERSION 1.4

filemanager

The Login screen has 3 taskbar icons:

v Login

X Client Manager

"_? About
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Clicking the Login icon will display the login window:

e ) - Sign-up Tab
(OEM Version Only)

Login Icon

About Icon

Client Manager Icon

Here the user will be prompted to enter their Client Username, Client Password and
select the language they would like the File Manager interface to be displayed in.
These login details will have been generated by the File Manager system
administrator prior to the user attempting to login.

Alternatively, if the File Manager has iDC Account Creation enabled (default in the
OEM version) the user will be able to click the “Sign-up tab”, complete a short
application form and then create then create for their own user account.

If a user enters an incorrect username and password they will not be permitted
access to the Main File Manager interface. Instead they will be remain on the login
page and will be shown the error message “Error: Account Not Yet Activated Or
Incorrect Username And Password Entered!” and asked to try again.

When a user successfully logs in, they will be automatically directed to the Main File
Manager Interface screen.

The additional icons on the Login page allow the Administrator to access iDC Client
Manager via the Client Manager icon and the About icon opens a pop-up window
which provides information about the registered License holder and the version of
the File Manager.
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Main Interface

iDC File Manager has been designed to have a simple, user friendly interface with

straightforward intuitive controls.

4‘ Search Box

)i Dot Communications - File Manager - Mozilla Firefox

Transfer Mode

Flle Edit  View o Bookmarks Tools  Help
® .9 . & pA
Back Reload Harme

File Edit Tools | Help

‘f'ﬂ

e FEOEEECNR ™

Download Upload  Zip Pack Unpack Chmod Preview Hotink Notes

i Menu Bar

match, Case Sensitive, File format.

| http:f fwenw idatcommunicatjons. co.ukfFileManagerManager . pl?

A v
skarch: | O match case
v
[l | Name Ext size Description
i} C-:i [apple Computers Inc] <DIR= Apple Computer Inc.
I G fFredex] <DIR= e Er e
1 S [Hewlett-Packard] <DIR=> HP United States
[ &3 tnational Geographic] <DIR> maps, photagraphy, travel, mare
il L-:ﬂ [Sun Microsysterms] <DIR= Sun Micrasystems, Inc.
] ’\] [The weather Channel] =DIR= The Weather Channel
il Kj [Walvo] <DIR= Volvo Cars
Il ™ zo00e calendar s xls 25,600 2006 Calendar
I [ gioghtmi hitrnl 1,442 Blog Page
0 @ Business Planner v3.zip zip 10,022 Business Planner v3
] 0 Description.ion ion 670 Description File
1] Media Release Form.doc doc 29,184 Media Release Form
il @ Microsoft.qgif aif 6,141 Microsoft - "Designed For Loga”

10 =[G

Logged In As: Demo

Transfer mode: | Auto [tut,htm,html,cgi,pl,pm]

Date
28/07/2006 15:45:22
28/07/2006 15:45:23
28/07/2006 15:45:23
28/07/2006 15:45:24
28/07/2006 15:45:26
28/07/2006 15:45:27
28/07/2006 15:45:27
28/07/2006 15:45:29
28/07/2006 15:45:29
28/07/2006 15:45:29
28/07/2006 15:45:29
28/07/2006 15:45:31
28/07/2006 15:45:31

= (B) (&) (IF

topy Rename Editor Move

At
0755
0755
0755
0755
0755
0755
0755
0644
0644
0644
0644
0644
0644

i Files and Folders (Digital Assets)

Q) (% (©

MkDir Delete

Exit

T—( Main Taskbar

Search Box: Quickly locate important files or folders with the built in Search
facility. Search by either: Exact phrase, All the words, Any words, Perfect field

Sort Filter: Sort File Name / Extension / Size or Date in to ascending or

descending order.

Transfer Mode: Set the Transfer Mode to Auto to detect the required transfer
mode or set it to Text to transfer files in ASCII format. Alternatively set the transfer
mode the Binary to transfer the files in Binary format.

Files and Folders (Digital Assets): These are the files and folder the

file manager is currently storing.
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Menu bar / Main Task Bar: The Menu Bar (top of screen) and the Main
Task Bar (bottom of the screen) are the toolbars that allow you to manage
the File Manager’s files and folders.

Main Taskbar

Download: To Download a file, select the file by clicking the check box at the left
of the file name and then click the button in the main taskbar marked “Download”.

St ot o C [5]
Elo Edt Wew Hgtory Bookmarks Tods beb "
, = =
= - . € Ll [ b o | ®
Back Reload Home
Fle Edit Tools Welp Logged In As: Demo
s I matehcase “ransfermade: | Auto [bethtmhtmi,cgiplpm]
e
O & vame Date At
[ @ [The Weather Channel] Y 11/10/2006 01:37:48 0755 8
0 U twolvel 11/10/2006 01:37:48 0755
0 #2006 calendaraxis 11/10/2006 01:37:48 0644
O (&) piog.hemi 11/10/2006 01:37:48 0ead
11/10/2006 01:37:48 0644
e 25/10/2006 12:36:05 08a4
doc O cpenwith | Windons Picture and Fax Viewer (de... v 11/10/2006 01:37:48 0644
aif @/Saveto b 25/10/2006 11136142 0644
L [T Do this autornatically For ils ik this From now on. 2RLUEZ 0o E oL LY Hesd
i 25/10¢2006 12:31:25 0644
i 25/10/2006 12:31:22 064
iog 25/10/2006 12:31:27 fon
ipg 7 25/10/2006 12131116 0ead
ig 04,561 25/10/2006 12131130 0644
i 53,899 25/10¢2006 12:31:32 0644 8

O EOEEe®O0E e @ .

Download Upload  2ip  Pack Unpack Chmod Preview Holink Notes Copy Rename Editor Move MkDir Delate  Exit

This will then prompt the “Save to disk” dialogue window to open. Click OK and the
file will be saved to your specified download location, usually your desktop.

Upload: To Upload a file, click the button in the main taskbar marked “Upload”.
When the upload window opens you will be presented with two upload options.

The default tab is “Upload”.

) http: fAwww. idotcommunications.co. uk - Upload file 1o /... [= ](51[%]

| upload || Flash Upload |

File:
Description:
Fle:
Description:
File:
Description:
Fle:
Description:
File:
Description:
Fle:
Description:
File:
Description:
Fle:
Description:

File:
Description:

Fle:
Description:

Upload File(s)

Dane
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This upload function allows you to upload up to 10 files in one go and add an
individual description against each file.

To add a file to the upload list you must click the “"Browse” button.
This will then display the dialogue window, allowing you to choose your file.

When your file has been selected, click "open” and the file will be added to the
upload list.

- =[]

Logged In As: Demo.

Search: Transfer modei | Auto [tat,ntm,frtmi,cgi,plpm]
e
e Date At
O 3 apple ¢ 03/11/2006 21:31:19 0755
O @ reces) 03/11/2006 21:31:19 0755
O O trewlet TR 03/11/2006 21:31:19 0755
O O tustional 3 03/11/2006 21:31:19 0755
0 & tsun tior \ 03/11/2006 21:31:19 0755
m] U rest o DD/’/“ - 03/11/2006 21:31:19 0755
0 5 (7he wea 03/11/2006 21:31:19 0788
O @ twelvel 3 03/11/2006 21:31:19 0755
0 ¥ 2006 cal % 03/11/2006 2131119 0644
O @ erogrenf| ™™ 03/11/2006 213119 0644
© g |men T = 03/11/2006 21:31:13 0644
ipti > 03/11/2006 21:31:19 064
e N ST o 031142006 21,3018 o
TR AIIRY wista Capable" 03/11/2006 21:31:119 0644
Fil
Description
il
Description . P
B@EE QI
Cony anaria) Editos( Hove)  HMDs: " Dalata! Eiit
o Done

You can then add a short description against each file by using the Description field.
You can then click the “Upload files(s)” button at the bottom of the upload window.
This will then upload the files into the File Manager. If you are uploading

particularly large files, an upload progress bar will be displayed and will indicate the
current status of the upload.
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- [=]x]

et Manager.pl? < | @
JE Logged In As: Demo
Upload |[ Fiash Upload
Search: [ Aurto [tat,htm,btml,cgi,plpm] ¥
e File CADocuments and Settings\i Dot Comn_Browse... |
[ L Name Descriptian: Volvo Pramo = —
[ G appie o File 03/11/2006 21131119 0755
[ G {redexy | Deserintion: 03/11/2006 21:31119 078
O S remiete. File Biovso 03/11/2006 21:31:19 0755
0 5 ational — | travel, mare 03/11/2006 21:31:19 0755
0 5 t=un pier ne. 03/11/2006 21:31:19 0755
[ & [rest Folef Deseription: 03/1172006 21:31:19 0755
= 63% of 201.44Kb (31727Kbps)

O G irhe wea] Fle g 03/11/2006 21:31:19 0755
O Gpvolvay | Deseription 03/11/2006 213119 0755
O ¥ 2006 cald Files i) 03/11/2006 21:31:19 08a4
O [®) glog.hemf Deserietion 03/11/2006 21:31:10 0644
= File: 03/11/2006 21131119 0644
O 6 pescriptif  Deseription 03/11/2006 2131319 0644
O & wedia pe| File 03/11/2006 21:31:13 0644
O (B Microsofe| Deserintion: Wista Capable” 03/11/2006 21:31:19 08d4

Fil

Description:

Fil

Description . -~ <

i DEE WO O
Gopy Rename Editor Move MkDir Delste  Exit

e Wating Fo e idoEcommnications.co.uk.. T

When the upload is complete, the Upload window will automatically close and the
newly uploaded files will be added to the list of available files already in your File
Manager.

The second upload option is “Flash Upload”.

€ itp: #hwww. idotcommunications.co. uk - Upload Files - M... [= | 5[]

[ upload || Flash upload |

Browse | Select multiple files to upload

Upload Cancel

Dione.

When in the "Flash Upload" mode you can select multiple files, or the contents of
whole folders and upload them into the File Manager.

To add files to the upload list you must click the “Browse” button.
This will then display the dialogue window, allowing you to choose your files.

To select multiple files hold down the CTRL key and then select each file in turn.
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Alternatively, to select the contents of entire folders hold down the CTRL key and
the "A” key (CTRL + A).

When all your files have been selected, click “open” and the files will be added to
the upload list.

3 hitp:/hwww.idotcommunications.co. uk - Upload Files - M... [2 |[51][]

| Upload || Flash Upload |

Browse Selectmultiple files to upload

S40P1 jpg (150kh)
Wolvo-S40 jpg (47kh)
HCI0P1Jpo (127kk)
570 jpg (93K

560 jpg (BAkh)

SEOINT g (91kk)
sB0tn.jpg (2ki)
untitied.bmp (12000kk)
WerionBall png (5ki)
wil5_2jpy (186kh)
white.png (0kh)
HCY0jpg (1 27 kb
getimage! 1 JPG (176kh)
e it (38ka)

imac jpg (22kb)
Manager.jng (F47kh)
Manager.png (455kh)
nokiafeisamss jpy (14kb)
rot_3.ipg (18kh)
rot_18.ipg (34kk)
rot_19.jpg (110K

Upload Cancel

Dong

You can then click the “Upload” button at the bottom of the upload window.

This will then upload the files into the File Manager. If you are uploading
particularly large files, an upload progress bar will be displayed and will indicate the
current status of the upload.

Zip: The Zip function is designed to allow you to download the contents of whole
folders or multiple files to your desktop, which is not possible via the conventional
“Download” function.

# Please note this function may not be available in your copy of iDC File Manager.
To Create a Zip file, select the file or folders your require by clicking the check box

at the left of the file names and then click the button in the main taskbar marked
\\Zipll.
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You will then be prompted to enter a Zip file name.

. [=]x]

Ele Edt Wew

@. > @

Hgtory  Bookmarks  Tocks  Help
~

Back Relnad! o LI = 2| p) @]

File Edit Tools Heln Logged In As: Demo
et Do . [Avto Tt bt gl B8
o

O | name Bt s Description Date At

[0 @ [apple Computers tnc] <DIR> Apple Computer Inc. 03/11/2006 21:31:19 0755

0 & tredexa <DIR> Federal Express 03/11/2006 21:31:119 788

(3 [Hewlett-packard] <DIR> HP United States 03/11/2006 21:31:19 0755

(3 [stional Geographicl = 03/11/2006 21:31:19 0755

U3 (5un Microsystems] <1 03/11/2006 21:31:19 0755

(3 [Test Folder] <1 03/11/2006 21:31:19 0755

[ 53 (The Weather Channel] -1 03/11/2006 21131119 o758

0 S volvoy < LR 03/11/2006 213119 0755

1 #2006 calendarxis xls 03/11/2006 21:31:19 0644

8] glag.heml html 03/11/2006 21:31:19 0644

O < pusiness Planner va.zip zip 10,022 Busi 03/11/2006 21:31:19 0644

O © beseritioniion 751 Deseription File 1571172006 17:40:12 =

B redia Releass Form.doc doe 29,184 Media Release Form 03/11/2006 21:31:19 0644

B micrasoft.qif aif 17,724 Microsoft - "Windows Vista Capable” 03/11/2006 21:31:19 08a4

D EOEOEOO®OEEE MO O

Done

After entering a new Zip file name and clicking OK, the Zip file will be created and
the “Save to disk” dialogue window to open. Click OK and the zip file will be saved
to your specified download location, usually your desktop.

%3 i Dot Communications - File Manager - Mozilla Firefox

Ele Edt Wew Hgtory Bookmarks Toos Hep

@. 5 . @ @

Back Reload e gL e i 2b) [©:
Flo Edit Tools Halp Logged In As: Demo
— I ater e e ot [ muto [oecmgtnLcaipipm] M
o
[ 4 Name Ext Descrint . Date At
[ G (apple Computers Inc] Qpenin a2t BB 021172008 2115111 0755
0 @ fredex You har 03/11/2006 21:31:19 0755
3 [Hewlett-Packard] 03/11/2006 2131119 0755
(3 [national Gesgraphicl which s a; Compressed (ipped) Falder 031172006 21:31:19 0755
(3 [sun Microsystems) W e 03/11/2006 21:31:13 0755
3 Test Folder] 2 Ao et e 03/11/2006 21:31:19 0755
[ @ [rhe weather Channel] O openwith | CompressedFader (defaul) ~ 03/11/2006 21:31:19 0755
O @ [volve] @ saveto 03/11/2006 21:31:19 0755
O ) 2005 colondar i 2 (] Do this sukomaically for Fles ke this from now an. o) TS AR g
81 eiog.hemi il 03/11/2006 2131119 0644
3azip zin 03/11/2006 21:31:13 06ad
w 15/11/2006 17:40:12 o644
Media Rele dos > 03/11/2006 21:31:19 0644
B micrasoft.ait ait 17,724 Micrasoft - "Windows Vista Capable” 03/11/2006 2113119 0544

HOEOeEEe®mOE e E Q.

Pack: The Pack function is designed to be an archiving tool, allowing you to
compress multiple files and folders directly on the server. It also allows you to Save
and download the compressed archives to your desktop in a similar way to the Zip
function.

# Please note this function may not be available in your copy of iDC File Manager.

User Guide - © 2007 i Dot Communications. All rights reserved. Page 11 of 24



To Create a Packed file (or .tar.gz file), select the file or folders your require by
clicking the check box at the left of the file names and then click the button in the
main taskbar marked “Pack”.

BEE

Logged In As: Demo

Transfermode: | Auta [txt,htm,html,cgi,pl,pm] ¥

Date At
03/11/2006 21:31:19 0755
03/11/2006 21:31:19 0758
03/11/2006 21:31:19 0755
03/11/2006 21:31:19

03/11/2006 2113119 0755
03/11/2006 21:31:19 0755
03/11/2006 21:31:19 0758
03/11/2006 21:31:19 0755
03/11/2006 21:31:19

03/L1/2006 2113119 0644
03/1172006 21:31:19 0644
15/11/2006 17:40:12 0644
03/11/2006 21:31:19 0644
wists Capable” 03/11/2006 21:31:19

[ @ [The Weather Channel]
O @ volve] <DIR>
0 ¥ 2005 calendarxis xls

81 eiog.hemi hirnl

SO EOEEe®mOE ®E Q.

Download Upload ~ 2ip  Pack Unpack Chmod Preview Holink Notes Copy Rename Editor Move MkDir Delate  Exit

This will then open a smaller window which shows the intended “Archive” file name.
This name will be generated from all the names of the files you are archiving,

plus the file extension .tar.gz.

For simplicity, you can edit this file name to something more suitable,

E.g "SiteBackup 15.8.06.tar.gz".

When you have decided on the archive file name you can then click "OK” and the
archive file will then be created.

The newly created Archive file will be denoted by a yellow “Pack” icon.

Unpack: The Unpack function is designed to be a tool to unpack archived .tar.gz
files.

# Please note this function may not be available in your copy of iDC File Manager.
To unpack a Packed file (or .tar.gz file), select the file by clicking the check box at
the left of the file name and then click the button in the main taskbar marked

“Unpack”.

This will then open a smaller window which shows the path to the folder where the
Archived files will be unpacked into.
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You can change this path by entering the name of an existing alternative folder.

& ! BEE

£l it v
o o b @~
Fie Edit ToofSS PN k.. BRI Lagged In As: Demo
Eeny, | Auto [tat,htm,html,cah,pl,om]
o
[ & Nam Date At
0 U tapple ¢ 03/11/2006 21:31:19 0755
O O redesg ciad 03/11/2006 21:31:19 0755
[ 53 tHewiett-paskard) <DIR> 03/11/2006 2131119 o758
[ & puational Geagraphic <DIR> ravel, more 03/11/2006 21131119 0755
0 3 sun m rms] DIR: 03/11/2006 21:31:19 0755
O @ [Test Falder] <DIR> 03/11/2006 21:31:19 0755
[ (3 [rhe weather channel] <DIR> 03/11/2006 21:31:19 0755
O S pvatvey <DIR> 03/11/2006 21:31:19 0755
O 1 2006 calendar.xis s 03/11/2006 21:31:19 0644
[ [#) Biog.hemi hirml 03/11/2006 21:31:19 0644
w0 2ip 10,022 03/11/2006 21:31:19 06a4
800 15/11/2006 20:07:54 0644
doc 29,184 03/11/2006 2131119 0644
1 [ micrasoft.gif gt 17,724 1 indouis vista Capable’ 031142006 21:31:19 0644
() sitepackup 15.8.06 tar.az a 28,163 15/11/2006 20:06i53 0644

SO EOEEe0®OE ®EE Q0.

Download Upload  2ip  Pack Unpack Chmod Preview Holink Notes Copy Rename Editor Move MKDir Delete  Exit

When you have specified the “unpack” location and clicked OK, the archived file
will then be unpacked.

Chmod: The chmod function (abbreviated from change mode), allows users
running the file manager on a Linux server to change the file system modes of files
and directories by entering a numeric three and four-digit octal number to
represent different permission settings.

This function is commonly used for setting the read / write and execute permissions
for perl and cgi scripts.

To set the chmod permissions of a file or folder, select the file of folder by clicking
the check box at the left of the file name and then click the button in the main
taskbar marked “Chmod”.

This will then open a smaller window which shows the current read / write and
execute permissions for the file or folder.

B ; (=%
Fie Edt Wiew Hstory Bookmarks Tools Help
: =

@ . . €@ R O T b -
Back Reload Home: @

Logged In As: Demo.

Chmod

Transfermode: | Auta [tut,htm,html,cgi,pl,pm] v

User Group World
O o Description Date At

e Apple Computer Ine, 03/11/2006 21:31:19 0755

Federal Express 03/11/2006 2131113 o758

03/11/2006 21:31:19 o758

ravel, more 03/11/2006 21:31:13 0755

03/11/2006 21:31:19 0758

[ @ frest Folc] Dene 15t Test Folder 03/11/2006 21:31:19 0755

[ 53 (The Weather channel] <DIR> The Weather Channel 03/11/2006 21:31:19 0755

0 & pwotvoy <DIR> walvo Gars 03/11/2006 21131119 0785

0 #2005 calendar.xis xls 25,600 2008 03/11/2006 21:31:19 0644

O 8 lag.hemi ! 1,442 Blog 03/11/2006 21:31:19 08a4

O 9 susiness lanner v: 3.2ip zip 10,022 Busi 03/11/2006 21:31:19 0644

00 pecers on ien 800 Dese 15/11/2006 20:07:54 0644

[ ) tedia Release Form.dos dos 23,184 Media Release Form 03/11/2006 21:31:19 0644

O (5 mierosoft.qif aif 17,724 Microsoft - "Windows Wista Capable” 03/11/2006 21:31:19 0644

DEOEOOEOOO®OE G MO &

Download Upload  Zip  Pack Unpack Chmod Preview Hodink Notes Copy Rename Editor Move MKDir Delete  Exit
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Using the radio buttons or by directly entering a numeric permission code, you can
then set the permissions for that file or folder. To confirm and to apply these
permissions click the “chmod” button.

Preview: The Preview function allows users to quickly and easily preview files live
on the server without the need for downloading.

To preview a file, select the file by clicking the check box at the left of the file name
and then click the button in the main taskbar marked “Preview”.

Alternatively, you can preview the file by clicking on the file name or the file icon.

[ i - =[]
File Edt Wiew Hitory Bookmarks Tools Help
& ~
@ . - € W G e plrdi=r= | ] - 23
Back Reload Home:
Fle Edit Tools Help Lagged In As: Demo
 hitp: 1w 3d... (2B &)
ety fasdlt .| At Tttt bt cghplpm] ¥

B s [ju

[ O apple Computers nc]

=
ple uter Inc. 03/11/2006 21:31:19 0755
®

ates 03/11/2006 213119 0755
Designed for 031142005 2151118 orss
Windows®XP n Micr  Inc, 03/11/2006 21:31:19 0755
Windows Vista™ 03/11/2006 2131119 0755
apable 03/1172006 2113119
0 5 pwolvoy 03/11/2006 21:31:19 0755
O % 2006 calendarxis Dore 05 Calendar 03/11/2006 21:31:19 064
[ 1,442 Blog Page 03/11/2006 21:31:19 0644
10,022 Business Planner v 5 03/11/2006 2131110 0644
15/11/2006 20:07:54
dos 29,184 M & Form 03/11/2006 2131119 0644
aif 17,724 M Windows ista Capable® 03/11/2006 21:31:19 0644

DEEOCOMPROEPEERA®O

d Preview Hotink Notes Copy Rename Edi Move MKDir Delete  Exit

Hotlink: The Hotlink function allows users to generate a url permitting direct
linking to a file without the need for a username and password.

This function can be used to add a URL to an eBay auction listing, weblog, forum
message post, etc.

To hotlink a file, select the file by clicking the check box at the left of the file name
and then click the button in the main taskbar marked “Hotlink”.
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This will then open a smaller window which shows the newly generated hotlink url.

=1 e o
@ . . @ ® GEw htimse= 5 [® - 1&)

Back Reload = Hore:

Logged In As: Demo.

Ll D http:ifwww. idotcommunications.co..

O S apple ¢ apple Computer Inc. 03/11/2006 21:31:19 0755
O G fredexg il Federal Express 03/11/2006 21:31:19 0755
O S Hewlett-Packard] <DIR> HP United States 03/11/2006 21131119 0755
[ 3 national Geographic] <DIR> maps, phatography, travel, mors 03/11/2006 213119 0755
O @ [sun icrosystems] <DIR> Sun Microsystems, Inc 03/11/2006 21:31:19 0755
O @ prest Folder] <DIR> 15t Test Folder 03/11/2006 21:31:19 0755
[0 @ (the weather Ghannal] <DIR> The Weather Channel 03/11/2006 21:31:19 0755
0 5 votvoy <DIR> wolvo Cars 03/11/2006 21:31:19 0755
O ¥ 2006 calendarxis s 25,600 2005 Calendar 03/11/2006 21:31:19 0644
O B slog.htmi htrnl 1,442 Blog Page 03/11/2006 21:31:19 N
O D business planner v3.zip zip 10,022 Business Planner v3 03/11/2006 213119 0644
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There is then the option to copy the URL by clicking “Select All” or generate a new
email message with the hotlink url, pre-inserted by clicking the “Email Hotlink”
button.
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Alternatively you can click the “->" button to view the hotlinked file in a new
browser window.
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Notes: The Notes function allows users to add multiple notes or comments to any
file and folder. This function is the ideal tool to share and communicate your ideas
quickly between other users, in relation to documents uploaded.

To add a note to a file, select the file by clicking the check box at the left of the file
name and then click the button in the main taskbar marked “Notes”.

This will then open a window which allows you to enter comments or a description
relating to the selected file. If a note has already been posted for that file you can
respond below the previous users comments.

L o ~ BGEl
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15/11/2006 20:07:54 0644

03/11/2006 2131119 0644
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B (= an @ (=) ©
Rename Editor Move MkDir Delete  Exit
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Copy: To Copy a file or multiple files, select the files you require by clicking the
check box at the left of the file names and then click the button in the main taskbar
marked “Copy”.

fe ‘ 0 L [o]x]
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O [# slog. - 03/11/2006 21:31:19 0644
<ip 10,022 Business Planmer v s 03/11/2006 21:31:13 0ead
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Done

This will then open a smaller window which shows all available folders to copy the
selected files into. When you have selected a folder and clicked OK the file or files
will then be copied into that directory.
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Rename: To Rename a file, select the file you would like to rename by clicking the
check box at the left of the file name and then click the button in the main taskbar
marked “"Rename”.

BEE

Logged In As: Demo

Transfermode: | Auta [txt,htm,html,cgi,pl,pm] ¥

Date At
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Download Upload ~ 2ip  Pack Unpack Chmod Preview Holink Notes Copy Rename Editor Move MkDir Delate  Exit

This will then open a smaller window which shows the current file name. Simply
delete this existing file name and rename with the new file hame ensuring you keep
the existing file extension e.g. (.gif), before then clicking OK to save your changes.

Editor: The Editor function is a built in WYSIWYG HTML editor enabling you to
easily view and edit HTML files and make code adjustments.

Manage documents similar to Word. Bold, Italicize and change the color of your text.
Create numbered and bulleted lists.

Insert images, create tables, and link text.

Easily and quickly create tables, and customize them the way you want!

With several properties to choose from, set the border style, border width, cell
padding,

shading color, table width, and much more.

Additionally iDC File Manager also supports the TinyMCE HTML WYSIWYG

editor plugin found in WordPress.

TinyMCE is an incredibly powerful WYSIWYG editor control for web browsers such
as MSIE or Mozilla that enables the user to edit HTML contents in a more user
friendly way.
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To edit an html file in the Editor, select the file you would like to edit by clicking the
check box at the left of the file name and then click the button in the main taskbar
marked “Editor”.
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This will then open the default html editor or the TinyMCE editor Plugin.
For more information on the individual functions available in the editors, please see
there accompanying help documents.

Move: To Move a file or multiple files, select the files you require by clicking the
check box at the left of the file names and then click the button in the main taskbar
marked “Move”.
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Dore.

This will then open a smaller window which shows all available folders to move the
selected files into. When you have selected a folder and clicked OK the file or files
will then be moved into that directory.
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MkDir: The MkDir function (abbreviated from Make Directory or Create new folder),
allows users to create new folders or sub folders.

To create a new folder or sub folder click the button in the main taskbar marked
“MkDir".

# Please note: on some versions this may be displayed as "New Folder”.

!3 Yo T = e aé@]
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This will then open a smaller window which allows you to enter the name of the
new folder. There is also the option to enter a description for this folder at the same
time.

When you have entered the new folder name, click OK to save your changes.

Delete: To Delete a file or multiple files, select the files you require by clicking the
check box at the left of the file names and then click the button in the main taskbar
marked “Delete”.
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This will then prompt the “"Confirm Delete” dialogue window to open. Click OK and
the file or files will then be deleted.

Exit: At the end of ever session it is important for all users securely logout.

To Logout click the button in the main taskbar marked “Exit”. This will then logout
the user and return them to the Login page.
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Main Client Manager Interface

iDC Client Manager has been designed to have a similar straight forward

layout as iDC File Manager.
4{ Sort filters

Ele Edit VMiew History Bookmarks Tools  Help

+ - - \‘*_' LB | L http:f e, idcfilemanager, comfcgi-bin/FileManager fChentManager  plraction=users | =| B | @'
Back ] Reload Home : i - § Sy i T

WERSION 1.1

clientmanager v

Admin - Control Panel

Usermame Email Directory Disc quota Disabled files Disablad

Account Info r.J British Airways salesigba.com British Airways 100Mb. exe
Domain Name:
idcfilemanager.com
Username: Admin
User Group: Admin
Exit

Vodafone admin@vodafone.co.uk Wodafone 100Mb, exe,pl,cgi

Mac support@apple.com Apple Computers Inc 100Mb,
Poworld sales@Pcwortd.com Pewarld.com 100k,

exE

ooEo@E o

exe,php Yes
BP sales-int@Bp.com BP 100Mb, exe

User Management rlg
A
Create New Account ‘

Edit Account
Remove Accoun t

Your Links rlg
Link 1
Link 2
Link 3

Link 4
Link 5

A

Daone:

4‘ Task Bar ‘( Registered User Accounts

Sort Filter: Sort Username / Email / Directory / Disk Quota / Disabled File or
Disabled Accounts in to ascending or descending order.

Task bar: The Task Bar is the main toolbar that allow you to manage the

registered user accounts. It also can include up to 5 custom, commonly
used url’s or email links.

Registered User Accounts: These are the records of all Registered User
Accounts.
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Menu Bar

Account Info: The Account Info section of the Menu bar contains login
information about the Administrator, which user Group they belong to and
an option to logout of the Client Manager.

User Management: The User Management section contains options to Add, Edit or
Remove user accounts, and these functions are explained further below:

1) Create New Account: To setup a new user account, click the link marked
“Create New Account”. This will then open a smaller window which will allow
you to enter the account details.

S - [io]x]
File Edt Wiew Hitory Bookmarks Tools Help
&

~
. € (8 [5 nop:fwwenidefi bin/FieManager/Clsntianager.pl [ ] @
Reload Home

% http:/fwww.idcfilemanager.com - Add New Client - Mozilla Firefox.

aaaaaaaaaaaaaaaaaaaa

Disabled files

Rights:

Fmove / copy
Erename
Peditar
“hepir
¥iDelete

tink 4
Link 5 Add Client

The account details you can setup are:

Client Username
The username the user must enter to login to the File Manager

Client Password
The password the user must enter to login to the File Manager

Client Email Address
This field is not required by default, but if entered, the user will receive a
confirmation email containing the account details.

Client Directory

The Client Directory is the working folder in which all files the user uploads will
be stored in. This is a required field, although if you enter “/” (without speech

marks) the user will be able to access all user folders (a feature often required
by sub-administrators.

User Disk Quota

The User Disk Quota is the virtual storage space in MB you allocate for each user.
You must enter a figure for this quota, otherwise the quota will default to OMB.
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Disabled File Formats
The Disabled File Formats is a field in which you can enter file extensions
e.g .exe, .php, .cgi that you do not want to allow the user to be able to upload.

The Individual User Rights

The Individual User rights are the permission settings that you allocate for each
user to determine which functions (e.g Upload, Download, Delete etc...) will be
available for the user to access.

This option also contains a “Disabled” function which allows you to instantly
disable the user account.

When you have entered all of the required Account Details and clicked “Add

Client” then the new account will be created.

2) Edit Account: To edit an existing user account, select the account by
clicking the check box at the left of the account details and then click the link
in the main task bar marked “Edit Account”.

. [5]x]

nnnnnnnn

This will then open a smaller window which will allow you to modify the existing
account details. When you have made the required changes and clicked “Add
Client” the account details will be automatically updated.

3) Remove Account: To delete an existing user account, select the account by
clicking the check box at the left of the account details and then click the link
in the main task bar marked “Remove Account”. This will then prompt you to
confirm your decision to delete the account and when “"OK” is clicked the
account will be deleted.
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Your Links: The Your Links section allows you to setup 5 custom, commonly used
url’s or email links for quick and easy access.

These links are specified in the backend code of the script and further information
on how to configure this setting can be found in the Manual Installation guide.

Help and Advice

Technical Support or Questions: If you have any questions or you
require and Technical Support please do not hesitate to contact us - we
are only too happy to help!

For more information on how to contact us please visit:

http:/lwww.idotcommunications.co.uk/site.php?page=ContactUs

Thank you!

User Guide - © 2007 i Dot Communications. All rights reserved. Page 24 of 24



