PostFiles plugin for Outlook

Attach files

Drag and drop files into the
Attachments Manager to share
files from the plugin file navigator
or your computer.

Email as usual

Compose your emails and add
attachments as per usual. Even if
you don't attach files using the
plugin, PostFiles will handle
sending your files anytime the size
variables  defined by  your
Administrator have been met.
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@ Attach a sensitive file Dirag and drop your files here, from the PostFiles file navigator or from your computer. to attach them to your email.

From ¥ | e.campbell@oodrivegroup.net

EI To.. |m.musseau@undme.ng alegrand@oodrive.net: s.bernard@oodrive.net: m.laurent@oodrive.net: m.bonnet@oodrive.net |
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Subject | ACMI Praject |

Hello,

Please find attached the files you requested this morning.
Do not hesitate to get in touch if you have any questions.
Best regards,

Elizabeth Campbell
Project Manager
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4 (& 03 - Strategy and Planning

Reports 2017
Reports 2018

Reports 2019

Annual Planning 2019.docx
380 KB 20/0f 111:59

Annual Planning 2019.pdf
196 KB 20/09/2021 11:59

Conference Planning 2021.pdf
1 MB 20/09/2021 11:59

O—

Financial Conference Planning.docx
1MB 20/09/2021 11:59

Financial Conference Planning.pdf
596 KB 20/09/2021 11:59 v

Manage your PostFiles plugin
Enable or disable the plugin.
Access the settings to configure
advanced options.

Activate the Attachments Manager
and the File Navigator in the email
window.

Search and synchronize

Search for a file or folder by name.
Synchronize your files after making
changes to your folders from your
workspace online.

Browse your documents

View your files and drag and drop
files and folders into the
Attachments Manager.



Install the PostFiles plugin for Outlook

1. From your Oodrive collaborative workspace, click on your name in the top right corner
of the page, then on Applications in the drop-down menu.

e Elizabeth Campbell

My account
Delegation (4)
18 Language - English
E Applications

Logout

2. Download the PostFiles plugin for Outlook by clicking Download.

@z outlook Plugin

Send email attachments from your Outlook client, without any size
limit.

Download for Windows

3. Inthe window that appears, copy the Configuration code to fill in during installation.

4. Once the plugin has downloaded, double-click on the executable file to launch the
PostFiles plugin installation wizard and proceed with the installation.

@ PostFilesQutlook-6..exe A

If you encounter installation issues, please contact your IT department.

Once the installation is complete, an Oodrive authentication page is displayed.

Log in to your workspace

1. Enter your username and click Next.

Username

e.campbell

Please note: If the Oodrive login field is not displayed, click Log in using your login
credentials.

2. Enteryour password.

3. Click Login.

1. Click Log in using SSO.

@)

Log in using SSO

2. Enteryour login credentials.

Sign in with your organizational account

e.campbell

Sign in

3. Click Signin.

If you can’t remember your password, click Forgot your password?



Manage your files and folders

Requirements: You must have an Oodrive Work_share account allowing you to manage your 1.

own files and folders to access this feature.

If this is not the case, please contact your User Provisioning Manager to request a change of
account.

1. Inanew Outlook message, click the File navigator option in the Message ribbon.

‘:} [l Attachments manager

£ File navigator 2.
On
.ﬂ-‘ﬂ' Settings
PostFiles
2. Inthe side panel on the right, make changes to your files and folders by right-clicking
on the item you want to modify.
3.
PostFiles <
You can perform the following actions: seorch
01 - Meeting Minutes
: - Financi 4,
Create, rename, delete folders 4 B 02-Financial Accounts
Drag and drop folders from your B Review of Accounts S12020.xlsx 5
local file manager
B Review of Accounts S2 2020.xlsx
& 03 - Strategy and Planning
Open, download, rename, delete
files 4 i 04 - Sales Reports
Drag and drop files from your local @ Q1 Sales Report 2018xIsx
file manager
Client feedback
6.

Note: You cannot edit files / folders in a collaborative share that does not belong to you.

Send files securely

In a new Outlook message, click the Attachments manager option found in the
Message ribbon.

[i;|,| Attachments manager

&% File navigator
On "
3 Settings

PostFiles

, browse the file explorer on
your computer and select the files you want to attach.

, click File navigator in the PostFiles options
section of the Message ribbon. In the side panel on the right, browse your files and
select afile.

Drag and drop your files from your file manager (local or web).

(& Attach a sensitive file Dirag and drop your files here, from the PostFiles file navigator

=

Once the email is ready to send, click Send.

Define the sharing options:

End of sharing (when attachments will stop being available)
Max download limit

Language to use for this email

Password

Send me an activity report

Click OK to send the email.

You can manage shares sent via the Outlook plugin from your Oodrive Work_share web

interface. To do this, go to the Share > Manage sent sharessection and select the share
type Multi-link via outlook plugin among the filters along the top of the page.



Stop or cancel a file transfer Access PostFiles attachments

1. Place your mouse over the window displayed in the lower-right of your screen, then You can view and download files shared with you via PostFiles.

click Extended view.
1. Once you have received an email sent by PostFiles, click Access shared files.

@) PostFiles - X @ Postfiles — X

O sending.. 0% Extended view md rive
Ly

Quarterly-Reports xlsx ACMI-Cloud-Procedures docx

2. The file transfer manager is displayed, showing the progress status of the files being
sent.

ACMI-Project-Guidelines. pdf

@ PostFiles - O X

(100%)

Hello,

Please find attached the files you requested this morning.

Quarterly-Reports.xisx @

Do not hesitate te get in touch if you have any questions.
@ ACMI-Cloud-Procedures.docx @
Best regards,

PDF  ACMI-Project-Guidelines.pdf @ Elizabeth Campbell
Project Manager

2. The PostFil taining the sh fil ill i .
3. To pause the email transfer or cancel sending the attachments, click the & PostFiles page containing the shared files will openin your browser
corresponding icon in the upper-right corner of the window. 3. To view the file, double-click on the item. To download it, click the item once, then
click Download.

codrive Oodrive B

Shared items

Access permission:

View and download

Availability: L, Download al = v (V Filter

Until 11/10/23, 9:57 AM
() Name T Size
(J @@ AcMI-Cloud-Procedures.docx 561.24 KB
) g ACMI-Project-Guidelinespdf 224.54 KB

6.4KB

B Quarterly-Reports.xisx



Configure use settings Disable the PostFiles plugin

1. In Outlook, click the PostFiles tab. 1. Inanew email message, disable the On setting.

2. Click Settings. o© Il Gestionnaire de pigces jointes

S Arborescence
@ PostFiles On
-;1-* Paramétres
Configure PostFiles PostFiles
My Account Settings Sharing Help About 2. The setting toggles to Off status and its button is grayed out.

3. Click the Settings tab, then customize the plugin configuration: o rbores
& 2 Paramétres

¥ PostFiles
4]
Note: Please contact your IT Department to benefit from the AIP (Azure Information The PostFiles plugin is then disabled for the email you are currently preparing.

Protection) feature as well as the configuration of your connection via proxy.

4. Click the Sharing tab to customize the behavior configured by default when you send ) ] )
files via the PostFiles plugin: If yog no Ionger want to send attachments via PostFiles, you can log out of the plugin and log
back in at any time.

7]
1. Click on the PostFiles tab in Outlook.
7] . .
= 2. Click Settings.
3. Select the My Account tab.
To save your attachments in another destination folder on the platform, click the
icon = and then select another folder from the list. 4. Click Change Account.

Log back in at any time by accessing your account settings.
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