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1. Getting started with Oodrive Work

Oodrive Work is an online collaboration tool that enables you to share your sensitive documents
in a secure environment.

Oodrive Work lets you perform actions such as:
Upload and manage your sensitive documents in your workspace
Send documents securely
Work as a team on a collaborative project
Manage security options and access permissions for your colleagues

Supervise your colleagues' activities on shared items

1.1. Login to your workspace

Depending on the authentication method your organization has chosen, you can log in:
using your Oodrive login credentials

using your company login credentials

Log in with your Oodrive login credentials

1. Retrieve the username emailed to you when your account was created and click Set my
password.

codrive

Hello Elizabeth Campbell,

A user account has been created for you by Amandine Girard

Workspace: https://

Your username is: e.campbell

Set my password

Link expires on: Sunday, August 14, 2022, 10:00 AM

2. You will be redirected to a browser page asking you to set a password and confirm it
before clicking Validate.

3. Click Log in to access the login page.
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Please note: If the Oodrive login field is not displayed, click Log in using your login
credentials to accessiit.

4. Enter your username and click Next.
5. Enterthe password you have just specified, then click Log in.

Careful: After 5 failed login attempts, a security code will automatically be sent via email.
This code will be required in addition to your password.

If you have forgotten your password, click Forgot your password?

If two-factor authentication has already been configured on your workspace, you will also
be asked to enter the code received on your mobile device.

6. Next, you will access the Oodrive Suite portal, where you will find all the applications and
configuration modules to which you have access.

To return to the portal at any time, click on in the upper-right corner of the page.
then select Portal.

Please note: As a security measure, you will be automatically logged out of your session after
30 minutes of inactivity (or after 4 hours if the Oodrive Work discussion feature is enabled). You
can extend your session by clicking Continue to browse when the logout warning appears on
the screen.

Log out at any time by clicking on your name in the upper-right corner of the page, then on
Logout.

Log in with your company login credentials

1. Click the Log in using SSO button.

@

Log in using SSO

If the button is not available, click Log in using your company's single sign-on (SS0)

2. Enter your company login credentials and click Log in.
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Oodrive
Sign in with your organizational account

someone@e -am|:|e.-:-:-m

Password

If you have forgotten the password associated with your company username, please
contact your company’s IT administrator.

If two-factor authentication has already been configured on your workspace, you will also
be asked to enter the code received on your mobile device.

3. Next, you will access the Oodrive Suite portal where you will find all the applications and
configuration modules to which you have access.

To return to the portal at any time, click on in the upper-right corner of the page.
then select Portal.

Please note: As a security measure, you will be automatically logged out of your session after
30 minutes of inactivity (or after 4 hours if the Oodrive Work discussion feature is enabled). You
can extend your session by clicking Continue to browse when the logout warning appears on
the screen.

Log out at any time by clicking on your name in the upper-right corner of the page, then on
Logout.

1.2. Overview of the Oodrive Work web application

Oodrive Work allows you to collaborate on your sensitive documents in a secure environment.
You can manage your documents online and share them with internal and external collaborators
with a great degree of control over the security options and access permissions granted to each
person.

From the home page of your Oodrive Work application, you can access your personal space My
space as well as the teamspaces available within your organization.
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When you enter your personal space or a teamspace, the navigation panel on the left side of the
page allows you to quickly access the sections of the application.
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The table below presents the various sections of the Oodrive Work application.

Documents / My documents Browse and manage your teamspace files and
folders. In My space, you will find your own files and
folders.

Received documents Browse items that have been shared with you via

collaborative share or email (only in My space).

Favorites Find the folders and files you have added to your
favorites (only in My space).

Manage sent shares / Share Access sent shares to consult and/or manage them.
management

Members View and manage members (only in teamspaces)
Trash Find the items you have deleted so that you can

restore or permanently delete them.

Storage View how much storage space is available.

1.3. Browse your files and folders

Go to the Documents section of a teamspace to view all the folders and files it contains. In your
personal space, the My documents section contains your own files and folders while the
Received documents section allows you to browse items that have been shared with you.

To make it easier to browse and manage the documents in your workspace, you can also:
perform a search to find a file
choose how to display items in your file manager

display details for an item

Search for a file
Quickly find your documents by searching for keyword or by criteria.

A keyword search is performed on the name and contents of files, whereas a filtered search lets
you find files that match your chosen criteria.
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Search by criteria

1. Click the = icon to the right of the search bar along the top of the application.

2. Use the available filters to define your search criteria. You can filter by:
file type (image, PDF, document, spreadsheet, etc.)
modification date

location of the document in the file manager

([ Q search =) (@

File type v
Changedon WV

U

Location

3. When you have finished defining the search criteria, click Search to display the results.

4. Click on the title of the document matching your search to access it.

ﬂ ACMI Project Guidelines.pdf

' v )
Documents 3 Archives I 3/12/24,2:22 PM [} show in folder

You can also access the folder where the document is located by hovering your mouse
over it and clicking Show in folder.

Perform a keyword search

1. Click the search bar along the top of the application.
2. Enter key words or phrases that appear in your file, then press Enter on the keyboard.

The results of your keyword search are displayed.
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Search result 18 resuits
File type v Changed on v Location
Relevance | Last change
Meeting Minutes
5
- Documents > 03 - Strategyand Planning > 06-ACMIProject > Meetings > 2019 Meetings 5/30/23.3:33PM G

Meeting Minutes - Board Meeting May 2021.pdf

2
Documents > 03 - Strategy and Planning 5/30/23, 3:31PM [

Meeting Minutes 06272019.docx /50253300 O
Documents > 01~ Meeting Minutes

Meeting Minutes 122018.docx

2
Documents > 01- Meeting Minutes 5/30/23, 3:30 PM G

Meeting Minutes 11252017.docx

2
Documents > 01- Meeting Minutes 5/30/23, 3:30 PM G

Meeting Minutes 24092021.docx

2
Documents > 01- Meeting Minutes 5/30/23,3:30PM (3

3. If you'd like, use the filters above the results to further refine your search.

4. Click on the title of the document matching your search to access it.

ACMI Project Guidelines.pdf
ﬂ 3/12/24,2:22 PM [] show in folder

Documents > Archives I}

You can also access the folder where the document is located by hovering your mouse
over it and clicking Show in folder.
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Choose how your folders or files are displayed

You can change the presentation of your folders and files according to your

preferences.

To do so, click the icon List

Documents

Documents
+ Create v

() Name 1

O B 01-Meeting Minutes (51

() [ 02-Financial Accounts

() [ 03-strategy and Planning

O [ 04-salesReports

O [ o05-ABCProject

Documents

Documents
+ Create v

() Name T

B o1 HestingMinutes (21 B o2 Financil Accounts
BB 04- salesReports 8 o05-ABCProject

022023 Planning.xisx . Quarterly report Q12019.pdf

Documents

+ creste v

O Name T
01- Meeting Minutes 02.- Financial Accounts
04 - Sales Reports 05 ABC Project

oodrive.com
Oodrive - 26 rue du Faubourg Poissonniéere - 75010 Paris, France
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. Grid & or Large-format grid 5= .

Last change
11/27/24,12:23 PM
8/8/24,2:36 PM
5/3/24,5:09 PM
5/3/24,3:06 PM

11/27/24,12:38 PM

B 03- strategy and Planning
@ Executive Board Meeting Q3 2018..

@ Quarterly report Q12023.docx

03 - Strategy and Planning

Executive Board Meeting Q3 2018.docx
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Display details for an item

To view the details for a file or folder:

1. Browse your file and folder structure and select the item for which you want to see the
details.

2. Click @ inthe upper-right corner of your files list to open the information panel.

Minutes

Documents > ACMIProject > Meetings > Minutes

= Share W o}, Download =0 Manage W

Il
<

Meeting Minutes 08102020.docx X

@ Name T Details Versions Shares Activities
O - Archives Properties

Owner: Elizabeth Campbell
O ﬂ ACMI-Procedures.pdf

Created on: 3/14/24, 3:36 PM
O Meeting Minutes 06092020.docx Modifiedon:  3/14/24, 3:38 PM

Location Documents > ACMI Project >
Meeting Minutes 08102020.docx Edit v Share W e Meetings > Minutes

Size 13.32 KB

O E Notes_18072019.txt

3. Browse through the panel tabs to access the information you want to view.

Details: the properties (owner, creation and modification date, size, location, etc.)
and management data for the item

Shares: the list of shares to which the item belongs
Activities: the history of actions performed on the item
Versions: the history of the versions created for a document

Memos: the memos attached to the item
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1.4. View your notifications

A notification center is available in the Oodrive Work application.

codrive (‘Q search space name
Spaces
My spaces Public
My space ‘\‘;
E W 4
@ Private @ Guest
0 ® ° Patents 2023-2024 ACMI project
’ Highly confidential and restricted space Collaboration space for the ACMI project
$ 4 L] L 81 YR
o 4

® Public © Guest

2 Member

Projet ACMI

s team folder Dossier

ODAM?

Espace de formation & Presales

Accédez aux formations et ress(

MWD

ources donborading Presale: de travail pour les collaborateurs impliqués

dans le projet ACMI

@D -~

You are notified when:

a user requests to join a space you own.

a colleague adds you to a teamspace.

Notifications

‘k," [ONOL. - ‘9 888 Portal ﬁ Amandine Girard

Markall as read

Unread © All

Q Elizabeth Campbell has added you to the ACMI @

project space.

0:24 AM

Q Elizabeth Campbell mentioned youinamemo @
or r-departmental exchanges file.

four request tojoin the Prajet ACMI space has @)

[
6 been accepted.
AM

Today

your request for access to a teamspace has been approved or denied.
you have been mentioned in a memo.
you receive a share via email, a collaborative share or share via drop box.

a share you have sent and for which you have enabled the end-of-share alert is

about to expire.

To view your notifications, click on the bell-shaped icon ‘ in the upper right corner of the

screen. Notifications are deleted after 6 months.

Notifications are displayed from the most recent to the oldest, and a blue dot indicates those

that have not been viewed:

oodrive.com
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Notifications Mark all as read

Unread @ All

@ Maya Haf&s is asking to join your GAIA Project .

space.

Today, 9:05 AM

View the request

Some notifications include a link for direct access to the memo, teamspace or share in question.

1.5. Install the EasyTransfer desktop application
EasyTransfer is the desktop application for managing transfers to and from Oodrive Work. It
takes over from the browser and allows users to import or download sensitive data with no size

limit.

EasyTransfer also allows you to edit the documents locally in your Oodrive Work workspace on
your computer with the Microsoft Office application.

1. Go to your collaborative application.

2. Click your profile in the upper-right corner of the screen and select Applications.

3. Go tothe EasyTransfer section, then download the application for Windows or Mac.
4. Go to your Downloads folder and double-click the EasyTransfer-xxx.exe installer.
5. Follow the steps in the installation wizard.

Link EasyTransfer to your Oodrive Work workspace

The EasyTransfer application must be linked to your browser and your workspace. After
installation, a pairing procedure appears when you log in to your online space.

1. Go to your collaborative application.

2. Two windows are displayed, prompting you to link your browser with EasyTransfer:
the first, generated by your online workspace, contains an automatic pairing code

the second, generated by EasyTransfer, asks you to enter this code to finalize the
pairing process

3. Copy and paste the pairing code into the EasyTransfer window, then click OK.

oodrive.com
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A confirmation message indicates that the application is linked to the platform, and the
EasyTransfer application icon appears in your computer's task bar.

oodrive.com
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2. Manage your sensitive documents

2.1. Populate your workspace

You can populate your workspace by:
uploading folders and files from your computer
creating new files and folders directly in your workspace

importing files from one teamspace into another

Please note: In order to upload items into your workspace or create new ones, you must have
enough storage space.

View available storage

You can view how much storage space your have available at the bottom of the navigation
panel. You can see:

your total storage space
the storage space still remaining
the storage space used

the storage space used by items in the Trash

® Used: 691.31MB

Storage 268 Trash: 105.76 KB
I/\\S Available: 1.32 GB

< Collapse side menu

If you have reached your maximum storage capacity, contact your administrator to request
more storage. You can also empty the Trash to free up space.

Upload folders and files

Depending of the type of teamspace as well as your access rights, you can upload files into a
teamspace.

1. From the home page of your Work application, select the space to which you want to add
documents.

2. If you want to add files to a specific folder, browse your folders and open the folder of your
choice.

3. Import the items of your choice.

oodrive.com
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® -—
o From my spaces Import files Import folder

Click Import, then From my spaces.
Click on the space containing the items you want to import, then click Select.

Select the files you want to import and click Import.

Click Import, then Import files.

Browse the file explorer on your computer and select one or several files by holding
down the Ctrl key, then click OK.

Click Import, then Import folder.

Browse the file explorer on your computer and select the folder of your choice, then
click OK.

The selected items are added to your space.

If you prefer, you can also drag and drop files from your computer's file explorer to the
Documents section.

To import a local folder to your Oodrive Work workspace, download the EasyTransfer plugin
from the Applications menu, which you can access by clicking on your profile.

Create new folders and files

Create a new folder

1. Go to the space of your choice.

2. If you want to create your folder at a specific location in your file manager, browse your
workspace and go to the parent folder of your choice.

3. Click Create and select Create a folder .
4. Inthe window that appears, enter the name of your folder, then click Create.

Your new folder is now available in your workspace.

oodrive.com
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Create a new file

1. Go to the space of your choice.

2. If you want to create your file at a specific location in your file manager, browse your

workspace and go to the parent folder of your choice.

3. Click Create and select Create a file.

4. Select the type of file you want to create: Word, Excel, or PowerPoint

B. Inthe window that appears, enter the name of your file, then click Create.

Your new file is now available in your workspace. You can edit it directly online to add content toit.

2.2. Manage and organize your files and folders

You can access your files at any time to consult, edit or reorganize them.

To do this, select an item, click Manage along the top of the page, then select the action to

perform:

Consult

Move

Copy

Rename

Lock

oodrive.com

Display a document in the viewer to consult it. When you're done, click the
cross to close the viewer.

Move a file or folder in your file manager.

To do this, select its new location in your file manager, then click Move. If
you wish, you can also create a new folder in your file manager to contain
the moved item.

Create a copy of a folder or file.

Please note: You cannot copy a folder toits original location or to one of
its child folders.

Rename a file or folder.
Lock a file to protect it from changes.
Locking files is useful in collaborative shares if you need to temporarily

prevent your colleagues from making changes. The file will remain locked
until you unlock it.
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Add to [Only in My space] Add a folder or file to your favorites for quick access.
favorites Your favorites are marked with a star.

You can remove an item from your favorites at any time by selecting it
and clicking Manage > Remove from favorites.

2.3. Edit documents

You can edit your files (documents, spreadsheets, slideshows) directly from your Oodrive Work
application.

You can choose to edit a file on your computer via EasyTransfer, or to modify it in your browser
with Office Online or Collabora Online.

Edit a document with Microsoft Office

To edit a file from your computer with the Microsoft Office application, you need to ensure you
have Easy Transfer, and that it is linked with your browser.

You can edit your own files as well as shared files for which you have editing rights.
When another user edits a document with Microsoft Office, it is temporarily locked.

Hover your mouse over the document to view the name of the person editing it.

Name Size Lastchange |

) — Annual Reports &0 items 8/22/24, 3:14 PM

William Stone

\:I Q2 2024 Quarterly Report.xlsx @ 23.85KB In edition @j

1. From the home page of your Oodrive Work application, click on the space containing the
document you want to edit.

2. Browse your file manager and select the file you want to edit.

3. Click Manage and select Edit, then Edit with Office.

w0 Manage A

@ Consult

(7 Edit » 7 EditwithOffice
Copy f Edit with Office Online
ti-‘ Move f Edit with Collabora
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The document opens in Office on your computer.

4. Make changes as desired.
5. When you have finished, click Save and close the file.
Edit a document with Office Online

Before you can edit a file with Office Online, you need to have an Office 365 account.

You can edit your own files as well as shared files for which you have editing rights.

1. From the home page of your Oodrive Work application, click on the space containing the
document you want to edit.

2. Browse your files and select the file you'd like to edit.

Please note: You can edit your own files as well as shared files for which you have editing
rights.

3. Click Manage and select Edit, then Edit with Office Online.

o Manage A

@ Consult

£ Edit > 7 Editwith Office
Copy (7 Edit with Office Online
+} Move (7 Edit with Collabora

The document opens in a new tab.
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4. Login to your Office 365 account.
5. Make changes as desired.

Your changes are saved automatically, as you make them.
6. Once you finish, close the tab.

Edit a file with Collabora Online

Collabora Online is a solution that allows you to edit your sensitive documents online in a secure,
sovereign environment.

1. From the home page of your Oodrive Work application, click on the space containing the
document you want to edit.

2. Inthe navigation panel, click the Documents section.
3. Browse the file manager and select the file you want to edit.

4. Click Manage and select Edit, then Edit with Collabora.

sos Manage A

@ Consult

& Edit > 7 Editwith Office
Copy ¢ Edit with Office Online
& Move ¢7 Edit with Collabora

b

The document opens in a new tab.
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«
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Subtitle

Meeting Minutes
January 6", 2023

e Qodrive was caled 0 order 1 430 on 010G 2023 i Paris by

ously approved as disributed.

5. Make changes as desired.

6. When you have finished, click Save and close the file.

Manage versions of a document

When you and your colleagues collaborate on files in your workspace by editing them in Office,

Office Online or Collabora Online, Oodrive Work keeps track of the document history by

versioning it.

In the event of an error or unwanted changes, you can therefore recover an earlier version of

your document.

To manage versions of a document:

1. Browse your file manager and select the file for which you want to view the versions.

2. Click @ inthe upper-right corner of the files list to open the information panel.

3. Go tothe Versions tab in the information panel.

You will see the history of the versions generated for your file, with the date and person

responsible for the changes.
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Review of Accounts.xIsx h ¢
Détails Versions Partages Activités
Today

14:53 - Current version

Andrea Wilson created a version

4:47

Cecil Palmer created a version

Previously

9 April 2019 11:07

You created a version

4. Click the three small dots to the right of a version to consult, download or delete it.

Please note: Only the owner of the document can delete a version. If you are a recipient
of the document via collaborative sharing, you can only consult and download previous
versions.

2.4. Annotate a document

By default, your annotations are visible only to you, and do not change the document itself.
However, you can choose to make your annotations public so that you can share them with all
collaborators who have access to the document in question.

This feature is particularly useful if you want to collaborate on a document for which you do not
have editing permissions.

1. Browse your file manager and select the file you want to annotate.
2. Click Manage, then Consult to open the document viewer.
3. Click the[&l annotation icon in the upper-right corner of the viewer.

4. Use the toolbar above the document to annotate it.

I

Once added, annotations are saved automatically.
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5. If you want to share an annotation with your collaborators, select it and enable the Public
option.

Annual Planning 2019.pdf

Y] E A AT = 7~ 00
{3b Styles

<2 Public %

: Annual .. °

Planning 1019] (4

Once you have made it public, the annotation becomes visible to all collaborators with
access to the document; however, only you can edit or delete it.

6. When you are finished, click Finish to close editing mode. Next, click the cross in the
upper-left corner of the application to exit the document.

You can go back to the document viewer at any time to move, edit or delete an annotation, or to
make it private/public.

To access the list of viewable formats on Oodrive Work, please refer to this document:

2.5. Write a memo

If this option is enabled for your workspace, you will be able to create memos for an item that
belongs to you or has been made available to you via sharing.

Memos are particularly useful for:
Adding personal notes to your own folders and documents
Collaborating on a remote project without marking documents with annotations
Collaborating on a document for which you do not have editing permissions

Taking part in a digital approval process

Please note: The owner of each file is able to delete memos added by their collaborators.
1. Browse your file manager and select the file or folder to which you want to add a memo.
2. Click Manage and select Create a memo.

3. Fillin the title of your memo, then its content.

oodrive.com

Oodrive - 26 rue du Faubourg Poissonniére - 75010 Paris, France

T:4+33(0)146220700-F:+33(0)146223200

Société par Actions Simplifiée au capital de 309 126 euros - RCS Paris 432 735 082 - N.A.F. 5829C 28


https://doc.oodrive.com/EN/Work/PDF/viewable-formats.pdf
https://doc.oodrive.com/EN/Work/PDF/viewable-formats.pdf

codrive

If you wish, you can tag a collaborator to draw their attention to your memo. To do so, click
Tag a user and select a collaborator.

4. Once you have finished, click Submit.

If you have tagged a collaborator in your memo, they will receive an email notification to let them
know.

2.6. Delete files and folders

The files and folders you delete from your file explorer are automatically moved to your Trash.
Without any action on your part, they will be kept in the Trash for a period defined by your
administrator (between 1 day and 3 years), and will be permanently deleted at the end of this
period.

You can choose at any time to take action on the items in the Trash, such as restoring them or
permanently deleting them.

Delete a file or folder
1. Browse your file manager and select the file or folder you want to delete
2. Click the Manage button in the bar along the top of the page and select Delete.
3. Inthe window that appears, click Delete to confirm the deletion of the item.

Your file or folder is now in your Trash.

Manage the Trash
Go to the Trash to restore or permanently delete an item.

To quickly find the item you are looking for, you can click the column headings to sort the
contents of the Trash by the following attributes:

Name
Size
Deletion date

Person who deleted the item

Please note: Only Owners may permanently delete files from a teamspace's Trash.
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Restore an item from the Trash

1. In the navigation panel, click the Trash section, then select the item(s) you want to
restore.

2. Click Restore to restore the selected item(s).
You can now find the restored items in their last location before they were deleted.

You can click Restore all to restore all items in your Trash.

Permanently delete files from the Trash

1. In the navigation panel, click the Trash section, then select the item(s) you want to
permanently delete.

2. Click Permanently delete to permanently delete the selected item(s).
The selected item(s) are now permanently deleted.

You can click Empty trash to permanently delete all items in your Trash.
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3. Chat with your colleagues

Please note: The discussion feature is not available in a SecNumCloud-qualified Private Cloud
environment.

3.1. Introduction

Oodrive Work's Discussion feature allows you to communicate in real time with colleagues in
your workspace.

You can choose between two types of Discussion, each designed to meet specific needs.

codrive (Q search space name ) ® @ @ & 5 pora (@) ciavetn campbel

Spaces Discussions

My spaces  Public Direct Spaces

)
My space .i;’ >
I f ——— Joseph Wilson
= You: Could you help me with the ABC project ? @ Jan 22, 20!
& Private e Owner © Guest
' ® ° ACMI project Corporate events mol
~ . N
9 (83 o7 ]

an 22, 20

@ Private L Member

© Public M Owner
GAIA Project Patents 2023-2024 Presales

Collaborative space for the GAIA project Highly confidential and restricted space. Presales team

Dolores, Chloé, Marie
You: Elizabeth Campbell has joined the chat.  Jan 22,2025

Discussion types
There are two types of discussion:

Direct conversations allow you to chat with one or more colleagues of your choice.

Team discussions gather all members of a teamspace.

Access discussions

You can access your conversations from the home page by clicking the Discussions icon ® in
the upper-right corner of the screen:

go to the Direct tab.
go to the Spaces tab.

If you want to find a specific conversation, enter the name of the colleague or teamspace in the
search bar.
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Discussion notifications

When you receive a message, a blue dot appears on the Chat icon @ to notify you. When you

have been tagged in a message, the dot becomes red d) and an @ symbol appears on the tile
of the concerned discussion:

| @ @ ‘o ‘o EEE Portal e Elizabeth Campbell I @ ® 09 _. EEE Partal o Elizabeth Campbell

Discussions Discussions

Direct @ Spaces @ Direct @ Spaces @

[' Y Search for a discussion ‘] { % Search for a discussion 3
L

Joseph Wilson Joseph Wilson @
Joseph Wilson: Yes | Of course & Jan 27, 2025 Joseph Wilson: @Elizabeth Campbell are you ava.. Jan 2
Marie Duval Marie Duval

- You: Yes :) i'll keep you in the loop Jan 27, 2025 You: Yes :) i'll keep you in the loop Jan 27, 2025

3.2. Start a direct conversation

You can start a direct conversation with one or more colleagues in your workspace from the
Oodrive Work home page.

codrive (Q search space name ) ® @ @ A i Portal e Elizabeth Campbell

Spaces < Q Marie Duval
Toda

Myspaces  Public

-

My space 6\; Hello Elizabeth |

Are you available today for a
' brief meeting ?
© Public © Guest
) o
P . ACMI project Corporate events Iwould like to take a few minutes
of your time to discuss some
Callaboration space for the ACMI project This space contains programs ar
Q corporate everts. ideas for the launch of the ACT
» - project @.
- ) ) )
$ / 61338 L2 © S Cmptns s v
133 AM
g Hello Marie |
N i
A 3‘ Of course | Is 2:30 p.m. in Room 2
- ‘ convenient for you? &
—
T Y Y @ varieouva 2270
@ Public W Owner " @ private & Member
N It's perfect, thanks | See you

GAIA Project Patents 2023-2024 Presales -

Collaborative space for the GAIA project Highly confidential and restricted space Presales team folder

23D2D €PN €BARE

Send a message. (C) ©

1. Onthe home page, click the Discussions icon ®, then the Direct tab.

2. Tostartanew conversation, click + New discussion.
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3. Inthe new discussion menu, select one or more colleagues in your address book.
4. When you have finished, click Submit.

A new chatroom is created and you can start chatting.

Please note: If a discussion with the same members already exists, you will be redirected to this
discussion instead.

Send a message
1. Start a new discussion or access an existing one.
2. Inthe open discussion, enter your message.

click the @ icon and select the emoticon of your choice.

enter @ and select a colleague in the list. You can also tag all members
by selecting @Everyone.
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< 9 Joseph Wilson

Hello Joseph &

Could you help me with the ABC

project 7 &

Monday

@ Joseph Wilson has joined the chat.
9 Joseph Wilson 10:50 AM

Hello Elizabeth |
Yes | Of course &

@Elizabeth Campbell are you

available this afternoon 7

Send a message...

(i)
[
4

3. When your message is ready, click Oor press the Enter key.
Edit a message
You can edit a message you have already sent.
1. Hover over the message and click the Edit icon & .
2. Edit your message, then confirm by clicking the Editicon @ .
To discard your changes, click the Cancelicon * then on Delete.

Messages that have been edited are labelled as such.

Delete a message

If necessary, you can delete one of your sent messages.
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1. Hover over the message and click the Delete icon i
2. Click Delete again to confirm.

React to a message
1. Hover over the message and click the React icon &
2. Inthe pop-up window, select an emoticon.

Reply to a message
1. Hover over the message and click the Reply icon <.

2. Enteryour reply and click O or press the Enter key.

3.3. Manage members of a direct discussion

If you are a member of a group discussion, you can add or delete members at any time.

View members in a direct discussion

You can view the members in a group discussion by clicking on the Members icon s along the
top of the discussion panel.
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£ aﬁg Sophia, William ﬁ; { Members (3) @ Add members
"
L ] | 7 Search for a member
It’s all hands on deck for this one so i'll 0 Elizabeth Campbell
be needing you :) . @oodrive.com
| Sophia Schneider
Boodrive.com

t.‘(" William Stone 10:33

L William Stone
Hello Elizabeth & A @oodrive.com

Yes of course |
| can handle the promotion of
the event of next month and the

newsletter |

@Sophia Schneider are you

available ?

@William Stone i think she's a little

busy at the moment !

@Sophia Schneider i need your help
with the new graphic charter and the
powerpoint presentation for the

ceo =

- +
ENvoyer un message.. @

If you want to find a participant in particular, enter the collaborator's name in the search bar.

Add members
1. Onthe home page, click the Discussions icon ®, then the Direct tab.
2. Go to the group discussion for which you want to manage members.
3. Click the Members icon s along the top of the discussion panel
4. Click Add members.

5. Using the address book, select the collaborators you want to add to your group
discussion.
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6.

Add members

Q, Search

CONTACTS - 3 /19

Alexis Dupont
@oodrive.com

)\ Amandine Girard
4 @oodrive.net
Andrea Wilson
@oodrive.com
N Anne Legrand
o @oodrive.net

Cecil Palmer

(] )
- @oodrive.com

When you have finished, click Add.

Added collaborators can now take partin the discussion and view the message history.

Delete members

6.

On the home page, click the Discussions icon ®, then the Direct tab.

Go to the group discussion for which you want to manage members.

Click the Members icon st along the top of the discussion panel

Enter the name of the member you want to remove in the search bar to find it easily.
Hover over the member you want to remove and click the X next to their name.

Click Submit.

Please note: A deleted member can still view the conversation history up until their removal
from the discussion.

3.4.

Participate in a team discussion

The Discussion feature also allows you to chat with all the members of a teamspace.

For more information on team discussions, please refer to
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4. Collaborate with teamspaces

4.1. Introduction

Oodrive Work allows you to create collaborative spaces with multiple owners, known as team
teamspaces. Teamspaces enable you to organize collaborative work around common goals and
facilitate the distribution of documents to internal and external collaborators.

Each teamspace has its own storage and trash. Its members can intervene on the files it
contains according to the permissions granted by their role.

codrive ' Q search space name ::' ® @ ' ‘ EEE Portal 9 Elizabeth Campbell
Spaces @ Create aspace
My spaces Public Order by: Creation date 1 = B3

‘Q wid oY Jm‘jg PR
e e
D oy
3 - . 7 ‘ &
Der=y -8 | '
. - — £ Y
~ @ Private W Owner — & Private M Owner
Innovation 2030 ACMI project Corporate events @
Research and program of the Innovation 2030 team Collaboration space for the ACMI project This space contains programs and photos of
corporate events.

& Private W & Member ! = @ Public 4
IT Support & Patents 2023-2024 ABC project
Self-help IT resources. Please consult the Highly confidential and restricted space Collaboration space of the ABC project team

documentation before creating a ticket.

$209D - #0232

-

I

Teamspace types

There are two types of teamspaces:
Public teamspaces

A public teamspace can be viewed by all the Users authenticated to the service. The
Owners of the public teamspace upload documents and other content for wide
circulation.
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A public teamspace can be Open to everyone or only accessible On request, after
validation by an Owner.

Private teamspaces

A private teamspace is a collaboration space whose existence is known only to its
owners and the colleagues they have invited.

Member permissions

Each member of a teamspace is assigned a role that defines their scope of action in the
teamspace. These roles are as follows: Owner, Member and Guest.

The table below details the permissions associated with each role:

Permissions according to member role

Guest Member Owner
COLLABORATION ON FILES
View a document . . .
Download a document . . .
Upload a document . .
Edit a document locally . .
Edit a document online . .
Delete a document . N
SHARING
Secure shares via link or email . .
Manage shares . .
STORAGE MANAGEMENT
Modify allocated storage o
Restore from trash . .
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Permissions according to member role

Delete from trash o

ACCESS MANAGEMENT

Add a member .
Delete a member d
Manage member roles .
Manage joining requests o

Please note that some of these actions are not available on the mobile version of Oodrive Work.
4.2. Browse teamspaces
Search for a space

From the home page of your Oodrive Work application, you can view all available teamspaces.

1. Search for a teamspace using the search bar or filter the teamspace list using the tabs
along the top of the page:

My spaces: includes your personal space and all the spaces you have joined.

Public: displays all public teamspaces.

codrive (@ projeet X) ® @@ A E rora

oo
oo

My spaces Public Order by: Creation date 1

I @ Public & MM Owner " @ Private ~ M4 Owi

-
ner

ACMI Project Horizon Project
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You can also sort the list of spaces by the criteria of your choice, using the Order by
button:

Highlighted (displays your organization's official teamspaces first)
Alphabetical order
Number of members
Creation date
2. View the tile of a teamspace to see its status (public or private) as well as the role you
have been granted by the Owner(s).
As a reminder, the roles are as follows:

Owner: you have full rights to manage and contribute to a teamspace.

Member: you can upload to the teamspace and edit, share or download the items it
contains.

Guest: you will only have consultation rights on items in the teamspace.

3. To access a teamspace, click on its tile. You access the teamspace and all the files it
contains.

To leave a teamspace and return to the home page, go to the side menu on the left and click on
Back.

Choose how your spaces are displayed
You can change the presentation of your spaces according to your viewing preferences.

To do so, click the icon List with lines = or List with tiles == .

oo

Sortby: Creationdate |, o

My spaces Public

My space
s | Thisis where you can find all your personal documents and collaborative shares.

3
N

Patents 2023-2024
Highly confidential and restricted space

@ Private & Member

Corporate events
This space contains programs and photos of corporate events.

© Public @ Guest

(CJE

GAIA Project
Collaborative space for the GAIA project

@ Public M« Owner

Y&

ABC project
Collaboration space of the ABC project team

® Public s Owner
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List with tiles

My spaces Public Order by: Alphabetical order

My space a

@ Private W £ Member B

© Public O Guest

° D) IT Support % Patents 2023-2024
Self-help IT resources. Please consult the Highly confidential and restricted space
. documentation before creating a ticket.
< B203D - O™
N

B Private -

T

oo
oo

@ Private M Owner W Owner
Audit ABC Project Horizon Project
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Add a teamspace to your favorites

You can add teamspaces to your favorites for quick access. Favorite teamspaces display a star
on their tile.

1. From the home page of your Oodrive Work application, you can view all available
teamspaces.

2. Use the search bar, filters or, sorting function to find the Teamspace you want to add to
your favorites.

3. Hover over the teamspace tile and select the star to add it to your favorites.

4 Member

Patents 2023-2024

Highly confidential and restricted space

;M)

& Private

You can remove a teamspace from your favorites at any time by deselecting the star.

Please note: If you leave a teamspace saved as a favorite, it will automatically be
removed from your favorites list.

4.3. Create and manage teamspaces

Depending on the configuration made by your administrator, you may be able to create and
manage new teamspaces. If you are appointed as Owner of a teamspace, you will also be able to
undertake management activities.

Create a teamspace

1. From the home page of your Oodrive Work application, click Create a space.

@ Create aspace

2. Enter aname and a description for your teamspace, then select its visibility.

As a reminder, the visibility options are as follows:
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Public - Open to everyone : teamspace freely accessible to Oodrive Work users,
enabling content to be centralized and shared widely.

Public - On request : teamspace whose access is subject to the Owners' approval.
You must invite your colleagues or validate their access requests.

Private : teamspace whose existence is known only to its owners and the
colleagues they have invited.

If needed, you can change the visibility status of your space at a later date.
3. Click Create space.

Your new teamspace has been created. You can find it in the list of your teamspaces:

Order by: Creation date

My spaces Public

- ‘ .r = u

My space - - %:

o :Q' e s a q} 3
j‘lﬁ*\ N -
& Private W Owner L] Publlc e Owner ‘ \ “;'

0 @ . ACMI project GAIA Project
a Collaboration space for the ACMI project Collaborative space for the GAIA project
S ANDID 03301

oodrive.com

Oodrive - 26 rue du Faubourg Poissonniéere - 75010 Paris, France

T:4+33(0)146220700-F:+33(0)146223200

Société par Actions Simplifiée au capital de 309 126 euros - RCS Paris 432 735 082 - N.A.F. 5829C 44



codrive

Activate/deactivate the team discussion

As the Owner of a teamspace, you can activate or deactivate the team discussion in your
teamspace.

When activated, the team discussion is open to all teamspace members, regardless of their role.
New members also have access to the conversation history.

1. From the home page of your Oodrive Work application, click on the teamspace for which
you want to activate or deactivate discussion.

2. Inthe menu on the left, go to the teamspace tile and click on the icon Modify space &:.

3. To activate or deactivate the Discussion feature, click on the Visible toggle switch.

Modify space X

Information

Space name * 12/32

ACMI Project

Description 40 /100

Callaboration space for the ACMI Project I

Visibility of your space

Private v Can be viewed by members only

Conversation

() Visible Allow conversation in this space

Banner

Ganeel m

4. Click Save.

You can return to this section at any time to deactivate or reactivate the team discussion.

Please note: If you deactivate the Discussion feature and reactivate it at a later date, the
message history will still be available.

Modify the storage allocated to a teamspace

As the Owner of a teamspace, you can adjust the storage volume allocated to your teamspace,
within the limits set by your administrator.
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1. From the home page of your Oodrive Work application, click on the teamspace for which

you want to manage storage.

2. Inthe menu on the left, go to the teamspace tile and click on the icon Modify space &:.

3. Inthe Configure the allocated storage field, enter a value, then click on the drop-down

menu to select the size unit:

40 /100

Can be viewed by all and accessed after
iV

validation by an owner

® Files Trash

294.39 MB Obytes

[ o [+][e v]

Cancel

Megabyte (MB)
Gigabyte (GB)
Terabyte (TB)
Modify space
Description
Collaborative space for the GAIA project
Visibility of your space
Public - On request
Storage
-
2%
29439 MB/10GB
Configure the allocated
storage
4. Click Save.

You can return to this section at any time to modify your teamspace storage according to your

needs.

Modify a teamspace

You can modify and reconfigure a teamspace for which you are an Owner.
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1. From the home page of your Work application, click the teamspace you want to modify.

2. Inthe menu on the left, go to the teamspace tile and click on the icon Modify space &:.

Lol

b Private M Owner

Horizon Project

3. Rename the teamspace and/or modify its description.

Modify space X

Description 40 /100

Collaborative space for the GAIA project

Visibility of your space

Can be viewed by all and accessed after
Public - On request v i
validation by an owner

Storage

-
2% ® Files - Trash
204.39 MB /10 GB 294.39 MB "L obytes

Configure the allocated
‘ = 10 + | ‘ 6B v |
storage

Cancel

4. Change the way users can join your space by selecting a new visibility status: Public -
Open to everyone, Public - On request, Private.

5. Enable Conversation by activating the Visible toggle switch.

6. Modify the storage allocated to your teamspace by entering a value and selecting the size
unit:
Megabyte (MB)
Gigabyte (GB)
Terabyte (TB)

7. If you want to change the teamspace illustration, select an image in the list of available
options.

8. When you have finished, click Save.
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Manage teamspace members

Add members and define their permissions

1. From the home page of your Oodrive Work application, click on the teamspace for which
you want to manage members.

2. Inthe navigation panel, click Members.
3. Click on Add members.

4. Using the address book, select the internal and external collaborators you want to add to
your teamspace.

Q search

CONTACTS -2 /13

@ Andrea Wilson

] @oodrive.net
9 Anne Legrand
EhEs@oodrive.com

Chloe Chardon
L @oodrive.com

O
B. Inthelist of teamspace members, select the role you want to assign to each individual.

LIST OF MEMBERS OF THIS SPACE - 4 X

ﬁ Andrea Wilson owner A bed

@oodrive.net

~ Owner
Anne Legrand
9 @ Has all permissions
@ .com
. Member
Q Elizabeth Camphell Can edit, share, download
@oodrive.com
Guest
@ Guillaume Delaroche .
N Can view only
5 @oodrive.com

As a reminder, the available roles are as follows:

An Owner have full rights to manage and contribute to the teamspace.

A Member can upload to the teamspace and edit, share or download the items it
contains.

A Guest can only view and download.

For more information, consult
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Please note: collaborators known as Partners (account without a license) may not
become Owners.

6. When you have finished, click Invite.

Approve or reject joining requests

If you are the Owner of a public teamspace with on-request access, you will need to approve or
reject joining requests made by your colleagues.

1. From the home page of your Oodrive Work application, click on the teamspace for which
you want to manage members.

2. Inthe navigation panel, click Members.
3. Go to the Pending join list tab and do either of the following:

, click Refuse.

, click Accept and select the role
you want to assign to them.

. - 1
© Pubic ¢ Owner List of members  Pending join list @

GAIA Project

Teamspace dedicated to the GAIA
Pending list
project

» Documents ﬂ Mary Gordon
= Anodrive.com

2 Manage sent shares © Accept | @ Reject

2= Members @ Owner

~ Trash
Member

Modify or delete members

At any time, you can return to the Members > List of members section of your teamspace to
remove collaborators or modify their roles.

To do so, click Member or Guest under a collaborator's name. Then, select a new role or click
Remove from space.

You cannot modify the role of an Owner nor remove them from the teamspace.
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4.4. Deactivate or delete a teamspace
Only an Administrator can deactivate or delete a teamspace.

For reasons of security and data confidentiality, an Administrator cannot view the name or
content of teamspaces created on Oodrive Work.

Therefore, if you wish to deactivate or delete a teamspace you own, you will need to provide the
Administrator with your teamspace's unique identifier.

To retrieve your teamspace's unique identifier :
1. Go to the home page of your Oodrive Work application.
2. Click on the three small dots on the tile of the teamspace you want to archive or delete.

3. Click Copy space ID.

.::Zéi ,-::F

i I Copy space ID

[ Leave the space
© Public M Owner
GAIA Project
Collaborative space for the GAIA project
O233D:

4. Provide the ID to your Administrator so that they may deactivate or delete the teamspace.

4.5. Join a teamspace

Depending on the configuration made by your administrator, you may view and join teamspaces
you are not yet a member of.

Join a teamspace that is open to everyone

Some public teamspaces can be accessed freely.

1. From the home page of your Oodrive Work application, click Public to display all public
teamspaces.

2. ldentify the teamspace you want to join and click Ask to join.

You automatically join the teamspace with the Guest role. If necessary, a teamspace Owner can
attribute another role to you.
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Join a teamspace on request

Some public teamspaces are accessible only with the permission of the Owners. You must make
arequest to join them.

1. From the home page of your Oodrive Work application, click Public to display all public
teamspaces.

2. ldentify the teamspace you want to join and click Ask to join.

You must now wait for an Owner to accept your request. Once your request has been approved,
you will be able to access the teamspace with the permissions defined for you by the Owner.

Join a private teamspace

The existence of a private teamspace is known only to its Owners and the individuals they have
invited. You can only join a private teamspace if one of the Owners has chosen to invite you.
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4.6. Participate in the team discussion

Please note: The discussion feature is not available in a SecNumCloud-qualified Private Cloud
environment.

You can chat with members of your teamspace using the Discussion feature.

codrive (Q search =) D@ @ A 5 rortal e Elizabeth Campbe

Conversation

Conversation

2:28PM

Hello everyone & . welcome to the Corporate events teamspacel

» Documents

Here you'l find all the programs and photos relating to corporate events.
Conversation N
B Amandine Girara s o

3 Managesentshares Hello Elizabeth | Would it be possible to have this year's team building program 7

o=
W= Members Thanks| © @

Trash prere

@ 2025 Team building program.docx Access

Let me know if you need something else |

Access a team discussion
You can access a team discussion:

. by clicking the Conversation menu.

Documents

Conversation
- (2]

-~
- Manage sent shares

, by clicking the Discussions icon ®, then the Spaces tab.

Discussions

Direct Spaces

L O\ Search for a discussion

If you want to find a specific discussion, enter the teamspace name in the search bar.
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Discussion notifications

O
When you receive a message, a blue dot appears on the Chat icon @ to notify you. When you

0
have been tagged in a message, the dot becomes red @ and an @ symbol appears on the tile
of the concerned discussion:

®6 e A 55 porta e Blizabeth Campbell T ® O Q" ‘0 g88 Portal e Elizabeth Campbell
Discussions Discussions
Direct Spaces @ Direct Spaces @
(W Search foradiscussion ) (7 Search for a discussion
g Corporate events e Corporate events @
%, Amandine Girard: Yes |7l be needing your help w... Jan 27,2 * Amandine Girard: @Elizabeth Campbell Thisis p.. Jan 27,2
HR Procedures HR Procedures
u ¥ou: Elizabeth Campbell has joined the chat.  Jan 8, 2025 u Vous: Elizabeth Campbell has joined the chat.  Jan 8, 2025

Chat in a teamspace

When enabled for a teamspace, the Discussion feature allows you to chat with all teamspace
members. Over the course of your discussions, you may:

Insert emoticons in your messages
Delete a message

Tag other members

Reply to a specific message

React to a message

Edit a message

Share documents in the team discussion

Send a message

1. From the home page of your Oodrive Work application, click the teamspace in which you
want to chat.

2. Inthe navigation panel, click Discussion.

3. Enter your message.
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click the @ icon and select the emoticon of your choice.

@

Hello everyone & , welcome to the Corporate events teamspacel

Here you'll find all the programs and photos relating to corporate events. @ °

enter @ and select a colleague in the list. You can also tag all members
by selecting @Everyone.

4. When your message is ready, click O or press the Enter key.

Edit a message

You can edit a message you have already sent.
1. Hover over the message and click the Edit icon & .
2. Edit your message, then confirm by clicking the Editicon @ .

To discard your changes, click the Cancel icon * then on Delete.

Messages that have been edited are labelled as such.

Delete a message

Any member may delete their own messages. If you are the Owner of the teamspace, you can
also moderate the conversation by deleting messages of other members if necessary.

1. Hover over the message and click the Delete icon T

2. Click Delete again to confirm.

React to a message

1. Hover over the message and click the React icon &

2. Inthe pop-up window, select an emoticon.
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Reply to a message

1. Hover over the message and click the Reply icon <.

2. Enteryour reply and click Oor press the Enter key.

Share a file in the team discussion
1. From your teamspace file manager, select the document(s) you want to share.
2. Click the Share button along the top of the page and select In the discussion.
3. If youwant to, you can also add a message to your share.
4. When you have finished, click Send.

The document is added to the team discussion. Your colleagues will be able to access the file
location by clicking Access or directly open the document by double-clicking its name.

4.7. Set up an activity summary

You can subscribe to an activity summary for each teamspace you are a part of, regardless of
whether you are a Guest, Member or Owner.

This allows you to track activities in real time and keep up to date with the latest actions of your
collaborators, improving transparency in your project management.

1. From the home page of your Oodrive Work application, click on the teamspace for which
you want to receive an activity summary.

2. In the menu on the left, go to the teamspace tile and click on the icon Manage my
activity summary &2 .

—w

B Private & Member

Patents 2023-2024

Highly confidential and restricted

space
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3. Activate the feature, then use the drop-down menu to select the sending frequency:
Immediately
Every hour
Every day
Every week

Every month
4. When you have finished, click Save.

The activity summary will be sent to you by e-mail at the frequency you have chosen.

You can return at any time to the Manage my activity summary menu to deactivate the
summary or change its frequency.

4.8. Manage documents in a teamspace

Each member of a teamspace can intervene on the files it contains according to the rights
granted by their profile (Owner, Member or Guest).

As an Owner or Member of a teamspace, you can interact with its documents as you would in
My space. As a Guest, you only have permission to view and download documents.

For further information, please consult the following resources:
Document management:

Rights granted by profile within a teamspace:

4.9. Leave a teamspace
You can leave a teamspace at any time.

From the home page of your Oodrive Work application, click on the three dots on the tile of the
teamspace you want to leave and select Leave the space.

Copy space ID

'—H Leave the space
@ Public 1 Member @

IT Support

Self-help IT resources. Please consult the
documentation before creating a ticket.

a3 -
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Attention: If you are the last Owner of a teamspace, you must first designate a new Owner
before being able to leave.
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5. Have a PDF document signed

The Oodrive Work application allows you to have documents electronically signed by internal and
external collaborators.

This will enable you to set up a document validation workflow, speed up internal authorization
processes or have agreements signed with external parties.

5.1. Send a PDF document for signature

Step 1: Select the document to be signed
1. Go to one of your teamspaces or My space.
2. Browse through your folders and select the PDF document(s) requiring signature.
3. Click Manage and select Get signature.

You start the process of requesting a signature.

@ Your document 2 3

Your document is ready for signature

Validate to assign signatories.

Document selected

E IT policy.pdf
13299 KB

4. If you have selected several documents for signature, you will be asked if you wish to
merge them. Choose an option.

Keep documents separate: each document is signed independently of the
others.

Merge documents: the documents you have selected are merged into a single
document requiring a single signature.

5. Click Submit to go to the next step and add signatories.
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Step 2: Add signatories
1. Inthe panel on the left, select the signatories from your address book.

You can also add yourself as a signatory by checking your name in the Include me as a

N\
« (1)— @ Identify signatories 3 X
INCLUDE ME AS A SIGNATORY SIGNATORIES 88
) e Ehzabe(h szpbell
°°°°°°°° . X Sophia Schneider X
/ ——6 St st Go0drive.com
@ oodrive
© Createa contact Contacts v Joseph wilson % @, Hetenscooper X
v @oodrive.com 1 @oodrive.com
CONTACTS-8/30 @ oodrive @ oodrive
Chioé Chfrdun
. Elliot Mmé, Andrea Wilson X Ellzaheth Campbell X
J e.com . @oodrivenet g & jssa@oodrive.cor m
) Fakher Haddaoui @ oodrive
@oodrive.com
| ) FrédéricD
- war@o i %
Q Chloé Chat Mathieu Rousseau X
- Guillaume Delaroche i g @oodrivegroup.net

@oodrive.com
@ oodrive

) Harry Vendcla
om

9 e Helenacuuper

ooooooooo m

G @ Fowshvison [ suomi | Conrsctpat
nnnnnnnnn

Tip: You can create a contact on the fly using the Create a contact button. Enter your
contact's surname, first name and e-mail address and click Create. The contact in
question will be added to your address book and automatically selected as the
document's signatory.

2. When you have finished, click Submit to go to the next step.

Step 3: Send the document for signature

Check the summary of your signature request, then click Send requests.

O — @ — () sortcanas

Your signatories

TZE &0 @Wi\l\amslnne
‘@oodrive.com

@ Sophia Schneider
‘Goodrive.com

» Information Technology Cyber Security Policy

Joseph Wilson
@oodrive.c:

Goneelrequest m

A copy of the original document is created for the signature process:
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O ﬂ IT policy - Contract - 2024-04-15 - 16-06-02.pdf & Inprogress 4/15/24, 413 PM

0O ﬂ IT policy.pdf 4/15/24, 4:04 PM

You can view the progress of the signing process and follow-up with signatories from the
information panel, under the Signature tab.

5.2. Manage signature requests

You can monitor the progress of your signature requests, cancel them, or follow-up with
signatories.

Monitor the signature process

Once your document has been sent to the signatories, a label appears on your document to
indicate the status of the signature:

& Draft Document awaiting sending

£’ In progress Signature in progress
& Canceled Signature canceled

&7 Signed Signature validated

You can also monitor the signing process in real time from the Signature tab in the information
panel.

1. Go to one of your teamspaces or My space.

2. Browse through your folders and select the document for which you wish to monitor the
signature process.

3. Click on the @ button on the right above your files to open the information panel, then
click on the Signature tab.

oodrive.com

Oodrive - 26 rue du Faubourg Poissonniére - 75010 Paris, France

T:4+33(0)146220700-F:+33(0)146223200

Société par Actions Simplifiée au capital de 309 126 euros - RCS Paris 432 735 082 - N.A.F. 5829C 60



codrive

You access information about the document signature:
ﬂ IT policy - Contract - 2024-04-15 - 16-28-09.pdf X
Details Versions Shares Signature Activities

CONTRACT STATUS & In progress ~

Signatories’ progress 1/2

Cancel request

SIGNATORIES: PENDING (1) Pl

Elizabeth Campbell

Signature pending

@ Chase everyone up

SIGNATORIES: DOCUMENT SIGNED (1) A

© Chaseup

ﬁ Amandine Girard

Document signed

Chase up your signatories

You can send a reminder to your signatories at any time.
1. Go to one of your teamspaces or My space.

2. Browse through your folders and select a document with a signature in progress.

3. Click onthe © button on the right above your files to open the information panel, then
click on the Signature tab.

4. In the Signatories: pending section, identify the signatory you want to remind and click
on the Chase up button next to their name.

Tip: You can also remind all signatories who have not yet signed by clicking on the Chase
everyone up button.

Cancel a signature request

You can cancel a signature request if the need arises.
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1. Go to one of your teamspaces or My space.

2. Browse through your folders and select a document with a signature in progress.

3. Click onthe © button on the right above your files to open the information panel, then
click on the Signature tab.

4. Inthe Contract status section, click Cancel request and confirm.

Your signature request is canceled.

Download the proof file

Once the document has been signed and validated, a proof file is available to guarantee the
integrity of the process.

Le dossier de preuve comprend différents éléments :
Le document signé au format PDF
Les fichiers de preuves au format JSON et XML

Le fichier de preuves au format PDF, qui est une représentation visuelle de la preuve
XML contenue dans le dossier.

To download the proof file:
1. Go to one of your teamspaces or My space.

2. Browse through your folders and select a signed document.

3. Click onthe @ button on the right above your files to open the information panel, then
click on the Signature tab.
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4. Inthe Contract status section, click Download.

ﬂ IT policy - Contract - 2024-04-15 - .. X

Details Versions Shares Signature  ***

CONTRACT STATUS  jzf Signed A

Legal proof of signature @
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6. Create a new share

6.1. Introduction to share types

Oodrive Work allows you to share your sensitive documents and folders securely with your
internal and external collaborators.

There are two categories of shares:
Unauthenticated shares:

This category includes shares via email, drop boxes and shares via link. These
types of shares enable you to transfer or collect files without your collaborators
needing to log in to the workspace.

Authenticated shares:

This category relates to collaborative shares, which involve making a file available
to your collaborators so that you can work together on a joint project. This type of
share precisely manages the permissions granted to each individual, and therefore
reqguires recipients to log in to the workspace.

The types of shares you will have access to depend on the configuration settings applied by
your workspace administrator.

Only unauthenticated shares are available within teamspaces.
6.2. Create a share via link
Share your files using a hyperlink
1. Browse the file manager and select the item(s) you want to share.
2. Click the Share button along the top of the page and select Create link.

3. Fillin the title of the share if desired, then change the sharing options according to your

preferences:
¥ ¥
¥ ¥

4. Once you have finished, click Create link.
B. Click Copy link, then forward the sharing link to your recipients via your chosen method.

Once they have this link, your recipients will be able to access the share, and will have the option
of viewing and downloading the items it contains.
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6.3. Create a share via email

Share your files via a hyperlink embedded in an email.
1. Browse the file manager and select the item(s) you want to share.
2. Click the Share button along the top of the page and select Via email.

3. In the share creation menu, add one or more recipients by searching for a contact or
entering a new email address.

£ A
( palmer X)) @

CONTACTS

Cecil Palmer &
’ “Ih
drive.co <

Click = to select recipients directly from your address book.
4. Select the share permissions you want to assign to your recipients, then click Next.
5. If desired, fill in the email subject and message.

6. Edit the sharing options according to your preferences:

HEEE
HEE™E

Please note: The security options that are available, and the options available for
changing them, are dependent on the settings configured by the administrator for your
workspace.

7. Once you have finished, click Share.

Your recipients will receive an email giving them access to the share. Depending on the
permissions you have chosen to grant them, they can either download or simply view the shared
items.

6.4. Create a collaborative share

Share files and folders with workspace colleagues and assign access permissions to each of
them.
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1.

2.

3.

Create a new folder by clicking Create, then Create a folder.

Add all the items you'd like to share to the new folder.

Select the folder.

Click Share, then select Create a collaborative share.

In the sharing form, use the address book to add one or more recipients.

Note: To make things easier, a blue check mark indicates which colleagues you can add to
a collaborative share.

Select the share permissions you want to grant your recipients.

‘; All recipients (3)

rj‘; Andrea Wilson @ Collaborate v

! Cecil Palmer @ Download v

When you create a collaborative folder, you can configure the access rights for all
recipients at once or individually.

If needed, fill in the subject line and content of the email that will alert recipients to the
new collaborative share.

Click Next, then modify the sharing options according to your preferences:

HE ™
HEE

When you are finished, click Share.
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6.5. Create a drop box

A drop box is a type of share that allows recipients to upload files to your workspace.
By default, recipients of a drop box can:

Upload documents

Download and view documents they have uploaded themselves as well as those
uploaded by the owner of the drop box

A recipient cannot see what other recipients have uploaded unless the owner of the drop box
chooses to make files visible between recipients.

Create a new drop box

1. Create a new drop folder by clicking Create, then Create drop box.
2. Enterthe name of your drop box and click Next.

3. Select one or more recipients from the address book and click Add.

(Q Search ‘

@ Create a contact Contacts Vv

CONTACTS - 0/31
M .\ AnnelLegrand
- @oodrive.com
M Cecil Palmer
— " @oodrive.com

M Chloé Chardon
— @oodrive.com

You can also create a new contact by clicking Create a contact and filling out the
form.

4. If needed, fill in the subject line and content of the email that will inform recipients about
the availability of a new drop box.

5. Modify the sharing options according to your preferences.

M 7]
M M
M
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Please note: the sharing options available and the possibility of modifying them may
depend on the configuration made by your administrator.

6. When you have finished, click Submit.

Your recipients will receive an e-mail with a link to the drop box.

Convert a folder into a drop box
1. Browse the file manager and select the folder you want to convert into a drop box.
2. Click Share along the top of the page and select Convert to drop box.

3. Inthe creation menu. add one or more recipients from the address book and click Add.

(Q Search ‘

@ Create a contact Contacts Vv

CONTACTS - 0/31

M .\ AnnelLegrand

— @oodrive.com
M . Cecil Palmer
— .

@oodrive.com

M Chloé Chardon
— @oodrive.com

You can also create a new contact by clicking Create a contact and filling out the
form.

4. If needed, fill in the subject line and content of the email that will inform recipients about
the availability of a new drop box.

5. Modify the sharing options according to your preferences.

SIS
SN

Please note: the sharing options available and the possibility of modifying them may
depend on the configuration made by your administrator.

6. When you have finished, click Submit.

Your recipients will receive an e-mail with a link to the drop box.
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6.6. Make a quick share

Quick sharing allows you to quickly share items available on your computer, without having
previously uploaded them onto your workspace.

This feature is only available in My space.
Quick share via link
1. Go to the My Space section of your Oodrive Work application.

2. Inthe navigation panel, click Quick share.

t<§ Quick share

3. From your computer's file explorer, select the files and folders to share, then drag and
drop to the quick share window.

Click Add from the app to select files from your workspace.
4. Select Share via link and change the sharing options as desired.
5. Click Share via link.

6. Click Copy link, then forward the sharing link to your recipients via your chosen method.

Quick share via email
1. Go to the My space section of your Oodrive Work application.

2. Inthe navigation panel, click Quick share.

o Quick share

3. From the file explorer on your computer, select the files and folders you'd like to share,
then drag-and-drop the selected items into the quick share window.

Click Add from the app to select items from your workspace.

4. Select Share via email.
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5. In the Send to section, browse for contacts or enter a new email address to add one or
more recipients.

Send to

palmer ~ it}

CONTACTS

Cecil Palmer & ||n]
1} &

Click = to select the recipients directly from your address book or to create a contact
quickly via the Create a contact button.

6. If needed, enter the contents of the email message.

7. Modify the sharing options according to your preferences:

HEEM™
HEEHE

8. When you are finished, click Share via email.

The recipients will receive an email containing a link allowing them to access and download the
shared items.
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7. Manage existing shares

You can modify or delete a share at any time. Below is the list of actions you can perform to
manage your existing shares:
Disable/re-enable a share
Change recipients and their sharing permissions
Change sharing options (end date, security options, email message, etc.)
Automatically forward the access link to a share

Delete a share

Please note: The available actions when modifying a share may depend on the type of share
(via link, via email or collaborative).

7.1. Modify your shares
Modify shares individually

Modify recipients and sharing options

1. From the navigation panel, access sent shares:
click Share management > Shares sent.

click Manage sent shares.

Manage sent shares

Shares > Manage sent shares
Share type v Sharestate v Creationdate Recipients

Name Creationdate | Expiration date

Presentation 17112020.pptx B 4/15/24,7:33PM 4/30/24,7:34 PM

O Do
& Teash Quarterly report Q12023 docx 63 4/15/24,7:32PM 5/24/24,7:34 PM
@
“““““ O Q2 2023 Planning.xlsx &P 4/15/24,7:32PM
<X Manage sent sh

O ﬂ IT policy.pdf & 4/15/24,7:32PM 4/20/24,7:31PM
AAAAAAAAAAAAAA
S Members Executive Board Meeting Q3 2018.docx & 4/15/24,7:31PM 4/20/24,7:34 PM

You view all the shares created in your teampsace or personal space. In My space, this
includes items that have been re-shared by your colleagues.

2. Use the filters along the top of the page to locate a specific share.

Share type ~ Share state ~ Creation date W Recipients

3. Click on the share you'd like to modify to view its details.
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4. Click Modify.
B. To update your changes, click Validate.
Please note: If your share has been re-shared by a colleague, you won't be able to

modify the new share, but you will be able to disable or delete it.

Disable or re-enable share

A share that has been disabled can no longer be accessed by recipients, but may be re-enbled
and made available to your colleagues once again at a later date.

1. From the navigation panel, access sent shares:
click Share management > Shares sent.

click Manage sent shares.

2. Inthe share item you'd like to modify, click on the toggle switch.

inactive () When the toggle switch is grayed out, the share is inactive

Active @D | Whenthe toggle switchis blue, the share is active

Modify shares in bulk
You can perform bulk actions on your shares.
The following actions can be carried out simultaneously on multiple shares:

Modify the share end date
Deactivate or reactivate the share

Delete the share
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codrive Q searc ) @@ @ A 8 portal e Elizabeth Campbell
« Back Shares sent
-9
Wt ] G- Share management > Shares sent
Dot o oaeil,
SN PR IND
« A<AR L vimd ) -
ST G o sharetype v Sharestate v Creationdate v Recipients 4 shares selected
vate wner
ACMI project §
Name Creationdate | Expiration date
Collaboration space for the ACMI Valid shares (4) Active @D
project
0 E Notes_18072019.txt &P 4/15/24,7:35PM - Presentation 17112020.pptx ®
> Documents
Presentation 17112020.pptx K 4/15/24,7:33PM 4/30/24,7:34 PM Quarterly report Q1 2023.docx ®
LY
© | LEDERDETNE S Q2 2023 Planning.xisx ®
Quarterly report Q12023.docx & 4/15/24,7:32PM 5/24/24,7:34 PM
| CmiEs Executive Board Meeting 03 2018.docx @
. eh Q2 2023 Planning.xisx &P 4/15/24,7:32PM
O ﬂ IT policy.pdf B 4/15/24,7:32PM 4/20/24,7:31PM
Executive Board Meeting Q3 2018.docx &P 4/15/24,7:31PM 4/20/24,7:34 PM
Storage 1008 ) Modify valid shares
—

[l Deleteall shares

Please note: Some shares do not meet the requirements for bulk editing and can only be
deleted. Known as "invalid" shares, they will need to be modified individually because they
contain an error to be fixed.

A share can be considered invalid for the following reasons:

It was sent to a recipient who no longer exists (deleted)
It contains a shared item that no longer exists (deleted)

It has been configured with permissions that have later been restricted by the
workspace administrator

If your selection contains both valid and invalid shares, changes to the share end date and/or
status will only apply to valid shares, while deleting will apply to the entire selection.

-

Log in to your workspace and access your collaboration app.

2. From the navigation panel, access sent shares:
click Share management > Shares sent.

click Manage sent shares.

o

Select the shares you want to modify.

»

Modify the selected shares.

In the panel on the right, click Modify valid
shares, enter the new share end date, then click Edit.

In the panel on the right , use the the toggle switch
next to Valid shares to change the status of your shares.
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To disable a selection of active shares, click on the toggle switch and then on
Disable.

To reactivate a selection of inactive shares, click on the toggle switch and
enter a new share end date before clicking Change and re-enable.

To change the active/inactive status of a mixed selection, click the Several
Statuses toggle switch. Then, select the action to perform on all shares and
confirm your choice.

In the panel on the right, click Delete all shares and then
Delete.

7.2. Manage access to your collaborative shares

Manage your collaborative shares from the Share management > Collaborative access
section. You can:

Consult an overview of your collaborative shares arranged either by recipients or by
collaborative folders.

Make individual changes to recipient access permissions.

Make batch changes to recipient access permissions via an XLSX or CSV file.
Update user access permissions individually

Manage your collaborative shares by recipient

The Manage by recipient tab provides you with a quick overview of all recipients of your
collaborative shares. You can use the supplied filters to find a particular recipient. From this
section, you can also modify recipients’ access permissions to one or more of your shares.

1. Log in to your workspace and access your collaborative application.
2. Goto My space.

3. In the navigation panel on the left, select the Share management > Collaborative
access section, then go to the Manage by recipient tab.
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codrive

(Q Z) @ @ A EEE portal e Elizabeth Campbell

© Back . Collaborative access

Share management > Collaborative access

£ Manage by folder Manage by recipient Export and import

My space Recipients

This is where you can find all your
personal documents and collaborative (V7 Filter ) Type v Company ~
shares. e —

Name T Type Company Access permissions
2 Quick share

D
pr Amandine Girard Contact Oodrive 31
» My documents
] @  andreawi Contact Oodri B3
» Received documents a ndrea Wilson ontac odrive
Favorites 9 Anne Legrand Contact Oodrive B
_,‘ Share management v
Q Chloé Chardon Contact Oodrive B
Shares sent
Collaborative access @‘ Guillaume Deiaroche (D Contact Oodrive B2
.
., Trash
g Helena Cooper Contact Oodrive Ba
Storage 168
- @ Joseph Wilson Contact Oodrive Ba
& Collapse side menu
n Mathilde Garnier. Contact Oodrive 1

4. In the Manage by recipient tab, sort the display order of your recipients by clicking the
column titles:

Name

Type of recipient (contact or group)

Company

Access permissions (number of folders collaboratively shared with the recipient)

Use the search bar and filters to search for a specific recipient.
5. Click the recipient whose access permissions you want to modify.

6. Modify the permissions assigned to the recipient for one or more collaborative shares.

To modify the permissions assigned to the recipient for a specific share, click on the
permission in the right-hand column, then select the access permission you want
to assign to the recipient for this specific share.

To modify the permissions assigned to the recipient for all collaborative folders you
have shared with that recipient, go to the first line with the title All collaborative
folders and select the permission you want to assign to the recipient for all
collaborative folders to which that recipient has access.

Note: In the event of an error, you can click to the right of the modified access
permission to cancel your changes.

7. Once you have finished, click Save at the bottom of the page, then click Confirm.
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Note: To remove the recipient’'s access to all the collaborative shares in which they are included,

click the * button or right-click the recipient in question, then click Remove all access
permissions.

Manage your collaborative shares by collaborative folder

You can quickly browse all of your collaborative shares, arranged by folder, and manage
recipients’ access permissions to these folders via the Manage by folder tab.

1. Login to your workspace and access your collaborative application.

2. Goto My space.

3. Inthe navigation panel, select the Share management > Collaborative access section,
then go to the Manage by folder tab.

codrive d (Q, search ) @ @ A G Portal e Elizabeth Campbell
= Bty Collaborative access
® 9 ¢ Share management > Collaborative access
~ 4 Manage by folder Manage by recipient Export and import

My space Collaborative folders
This is where you can find all your
personal documents and collaborative (7 Fitter

shares.

Name T Creation date Status Recipients
2 Quick share

-
5 01 - Meeting Minutes 3/18/24, 4:31PM Active @5
» My documents
=
. L 02 - Financial Accounts 3/18/24, 4:34 PM Active @5
> Received documents
e -
Favorites 8| 03 - Strategy and Planning 5/20/24, 3:23 PM Active @3
_;‘ Share management v -
- ACMI Project 3/18/24, 4:34 PM Active @a
Shares sent
Collaborative access 7] Comptes-rendus CSE 7/4/24,11:49 AM Active @a
., Trash
Storage 168

¢  Collapse side menu

4. In the Manage by folder tab, sort the display order for your collaborative shares by
clicking the column titles:

Name
Date created
Share status (active or inactive)

Recipients (number of recipients for the collaborative share)

Use the search bar to search for a specific collaborative folder.
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5. Select the collaborative folder for which you want to modify access permissions for one or
more recipients.

6. Modify the permissions assigned to one or more recipients for a given collaborative share.

To modify the permissions assigned to a specific recipient of this share, click the
drop-down menu in the Access permissions column, then select the level of
access you want to assign to the recipient for this specific share.

To modify the permissions assigned to all recipients of this share, go to the first line
with the title All recipients and select the level of access you want to assign to all
recipients of the share.

Note: In the event of an error, you can click & to cancel your changes.
7. Once you have finished, click Save at the bottom of the page, then click Confirm.

Note:

To delete a collaborative share, right-click the collaborative share in question, then
click Delete the share.

For quick access to the content of a collaborative share in the file manager, click ™
or right-click the collaborative share in question, then click Go to the folder.

Update user access permissions in bulk

You can manage access permissions to your collaborative shares in the Share management >
Collaborative access > Export & import section of your application.

To manage access permissions in bulk, you need to export an Excel or CSV file. This file lets you
retrieve and update the access permissions of recipients associated with your collaborative
folders in bulk. Once the changes have been made, import the updated file to your workspace to
update your collaborative shares.

Note: You cannot use the export file to edit user information or the share status (active versus
inactive). Sender and recipient unique identifiers (senderUUID and recipientUUID)
automatically determine this information.
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Below, you will find a description of the columns in the access permissions file:

senderUUID
recipientUUID
sender
recipient
recipientEmail

recipientCompany

Sender’s unique identifier
Recipient’s unique identifier
Sender’s name

Recipient’s name
Recipient’s email address

Recipient’s company

path Collaborative folder path shared by the sender

isActive The share is active if the box is selected.

canAccessShare The recipient isincluded in the share if the box is selected.

view The recipient can access the share in view-only mode if the box is
selected.

download The recipient can view and download the share content if the box
is selected..

edit The recipient can view, download, upload, and edit the share
content if the box is selected.

organize The recipient can view, download, upload, edit, and delete the
share content if the box is selected.

collaborate The recipient can view, download, upload, edit, delete, and share

the share content if the box is selected.

Step 1: Export the access permissions file

1. Login to your workspace and access your collaborative application.
2. Goto My space.

3. In the navigation panel on the left, select the Share management > Collaborative
access section then go to the Export and import tab.
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4. In the Export existing access data regarding your collaborative folders section,
click Export and select a file format to download (XLSX or CSV).

codrive d (Q search =) OO @ A E porta e Elizabeth Campbell
R Collaborative access
Q v w Share management > Collaborative access
~8 - Manage by folder Manage by recipient Export and import
My space
This is where you can find all your This section lets you monitor user access and permissions to your collaborative folders.

personal documents and collaborative
shares.

Edit access to your collaborative folders by exporting and importing a file

# Quick share 1 Export access data to a file in xisx or csv format

2 Edit the file locally and save it in its original format.

[ X My documents
You can edit all columns except those relating to the user profile, which will be ignored (recipient’s last name, first name, email,
and company).
3 Received documents
3 Import the file and apply the new access settings.
Favorites
_,‘ Share management v

Export existing access data regarding your collaborative folders

Shares sent
Export access data to a file in xIsx or csv format.

Collaborative access

Export W
-
Trash
Upload new access data
Storage 168
- Import the edited file to apply the new access settings.

¢ Collapse side menu Cogrid

The download will start automatically in your browser.

5. Once the download is complete, open the file and save it to your computer.

Step 2: Edit access permissions

-

Open the downloaded export file on your computer.

2. Browse the file and find the collaborative share recipient whose access permissions you
want to edit by looking in the recipient column.

3. Once you have found the relevant recipient, find the target collaborative share by looking
in the path column.

4. Edit user access permissions.

move “X" to the column which corresponds to
the permission set that you want to assign:

view to view
download to view and download

edit to view, download, upload, and edit
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organize to view, download, upload, edit, and delete
collaborate to view, download, upload, edit, delete, and share.

You must select only one box with “X" among the available permission sets,
because these are sorted in ascending order of the granted permissions. The
further you move “X" to the right, the more permissions the user will have and
vice versa.

only remove “X" from the
canAccessShare column.

the user must already be part of an
existing collaborative share. If this is the case, you can retrieve the user's
recipientUUID as well as the information required to add and complete a line in the
file.

5. Repeat steps 2, 3 and 4 until you have finished.

Fichier [SSNSIM Insertion  Miseenpage  Formules  Données  Révision  Affichage  Aide  Acrobat ' Dites-nous ce que vous voulez faire
&D ® [ Catbr 11 - KK S == & |standed - F G2 = EEI"SHE' Tz %Y p
B - e = £ Supprimer ~ ©
Coller - G I 5 - i~ =3z E . =, 9, ooo (»ﬂg fg Mise en forme Mettre sous forme Stylesde ., Trier et Rechercher et
- conditionnelle = detableau~  cellules~ 2 Format~ " filtrer - sélectionner -

Presse-papiers = Police I Alignement 5 Nombre I Styles Cellules Edition

F17 &2 I Oodrive

E F G H 1 J K L M N

1 |recipientEmail recipientCompany path isActive canAccessShare view download edit organize collaborate
2 (mom ey w W x Qodrive /Fichiers/05 - ABC Project/Meetings X X X
3 mm omow Oodrive [Fichiers/02 - Financial Accounts X X

4 (& = . Oodrive /Fichiers/03 - Strategy and Planning X X X
5 |m o cemell ool ww Oodrive /Fichiers/05 - ABC Project/Knowledge/ABC Project Guidelines X X X

6 |ugom - QOodrive /[Fichiers/01 - Meeting Minutes X X X
7 o = QOodrive [Fichiers/02 - Financial Accounts X X

8 |p wn Oodrive /Fichiers/03 - Strategy and Planning X X X
9 |p g wn Oodrive /Fichiers/04 - Sales Reports X X X
10 |i& filem 2 = Oodrive /Fichiers/05 - ABC Project X X X
11 |og L Oodrive /Fichiers/05 - ABC Project/Knowledge/ABC Project Guidelines X X X
12 |n gue well memom Oodrive /Fichiers/05 - ABC Project/Knowledge/Pictures X X X
13 |u gom Comnom Oodrive /Fichiers/05 - ABC Project/Knowledge/Presentations X X X
14 PR Oodrive /Fichiers/05 - ABC Project/Meetings/Meetings X X X
15 | & = Oodrive /Fichiers/05 - ABC Project/Meetings/Notes X X X

6. Once you have made your changes, save the file to your computer.

Step 3: Import the access permissions file

1. In the Share management > Collaborative access > Export and import section, click
Import along the bottom of the page.

2. In the window that appears, click on Browse my files to select the edited access
permissions file saved on your computer.
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Upload new access data X

export.xlsx
10.37 KB
~/ Your file is complete

The new access settings are ready to apply.

3. Click on Confirm and apply to update your collaborative shares.

Note: An error message may appear during import, for instance if your file contains access
permissions that have been removed from the workspace by your administrator.

No changes will be taken into account if your file contains errors during import, and a message
will tell you the position and character of the errors to help you complete your import
successfully.

7.3. Resend an access link

If one or more of your collaborators has lost their access link to a share - for example, by deleting
the email that contained it - you can resend it without having to create a new share.

1. From the navigation panel, access sent shares:
click Share management > Shares sent.

click Manage sent shares.
2. Select the share for which the access link has been lost.

3. If itis a collaborative or email share, click Resend invitation in the right-hand panel. The
sharing email will be resent to all recipients.

4. If itis a share via link, click Copy link and send it to your recipient via the method of your
choice.

7.4. Delete a share
If you want to temporarily block access to a share, you could choose to disable it instead.

To delete a share:
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1.

2,
3.
4.

Please note: Deleting a share does not delete the original files from your documents.

From the navigation panel, access sent shares:
click Share management > Shares sent.

click Manage sent shares.
Identify the share you'd like to delete.
From the Details tab on the right, click Delete.

To permanently delete the share, click Delete.

oodrive.com

Oodrive - 26 rue du Faubourg Poissonniére - 75010 Paris, France
T:4+33(0)146220700-F:+33(0)146223200

Société par Actions Simplifiée au capital de 309 126 euros - RCS Paris 432 735 082 - N.A.F. 5829C

82



codrive

8. Track your shares

To help you maintain control over what you share, Oodrive Work allows you to track activity for
your shares. You can also manage the activity notifications you receive for a collaborative share,
regardless of whether you are the sender or the recipient.

8.1. Track activity for a share

The information panel for a share shows the activity history of shared items. This allows you to
see which actions you and your collaborators have performed, on which shared item and on
what date.

Actions listed in the information panel include:
View a file
Download a file/folder
Drop, create, delete a file/folder
Edit, move and copy a file/folder

Create and delete a memo

1. From the navigation panel, access sent shares:
click Share management > Shares sent.

click Manage sent shares.
2. Select a share to display its details, then click on the Activities tab.

3. You view the actions of your recipients on the share.

Details Activities

Today

i} Amandine Girard uploaded the file

ﬂ Meeting-Minutes-17-03-2024.pdf

E} Amandine Girard downloaded the folder

-
% 01 - Meeting Minutes

Please note: You can also track activity for a specific file in the Documents / My documents
section. To do so. select an item, open the information panel and go to the Activities tab.

oodrive.com

Oodrive - 26 rue du Faubourg Poissonniére - 75010 Paris, France

T:4+33(0)146220700-F:+33(0)146223200

Société par Actions Simplifiée au capital de 309 126 euros - RCS Paris 432 735 082 - N.A.F. 5829C 83



codrive

8.2. View shares that contain a specific file or folder

From the file manager of a space, you can view a list of the shares that contain a specific file or
folder by consulting the Shares tab in the information panel.

1. In the navigation panel, click Documents / My documents.
2. Select afile or folder to view its details, then click the Shares tab.
3. This shows you all the shares containing your file or folder.

4. If you want to perform an action on one of these shares, click the three small dots to its
right and select the action to perform (see details of the share, modify it or delete it).

T 01- Meeting Minutes »

Details Shares Activities Memos

Shares containing this item

17:.02

Link - Active @
@ Details
ﬂ Edit

]E[ Delete

{3} 2 Copy link

Collaborative share - Active
gaDeER
D6 5

@6 2 Resend invitation

8.3. Manage notifications for collaborative shares

Activity notifications are sent via email in the form of an activity summary listing the actions
performed on a collaborative share (either sent or received).

Please note: The activities which prompt the sending of activity summary emails are the
following:

Dropping. creating or deleting a file/folder
Modifying, moving or duplicating a file/folder

Creating or deleting a memo

Activities such as downloading and viewing an item are not featured in the activity summary,
but you can view them in the Activities tab of each individual item.
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As the sender of a collaborative share

If you create a collaborative share, you can choose before sending to enable activity
notifications for yourself as well as for recipients, and to select the frequency at which these
notifications are sent.

If you have not enabled notifications before sending a collaborative share, you can modify that
share at a later date to enable notifications or modify their sending frequency.

1. Login to your workspace and access your collaboration app.
2. Goto My space.

3. Go to the Share management > Shares sent section and select the collaborative share
you want to modify.

4, Click Edit.
5. Inthe new window, click the Advanced options tab.

6. To receive notifications, enable the Send me an activity summary toggle switch and
select a notification sending frequency:
atonce
every hour
every day
every week
every month

7. To manage recipient notifications, enable the Send recipients an activity summary
toggle switch and select recipients as well as the sending frequency.

8. Once you have made your changes to the sharing options, click Submit.

Share modification for “01 - Meeting Minutes” X

@ Recipients {8 Advanced options active @D

(P Define the share end date

@ Send me an activity summary

every day v
@ send recipients an activity summary
All recipients Edit

every day v

@ Make recipients visible to one another

Gancel m
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Modify the share again at any time to disable notifications or modify the sending frequency.

Please note: As the sender of a collaborative share, you can also manage activity notifications
from the Oodrive Work mobile app.

As the recipient of a collaborative share

If you the sender of a collaborative share has enabled recipient notifications for you, you will be
able to manage your activity notifications for that share.

To enable or disable activity notifications for a received share:
1. Login to your workspace and access your collaboration app.
2. Goto My space.

3. Select the collaborative share you want to manage in the Received documents section.
If the share details are not displayed, click © to open the information panel.

4. In the Details tab, click the toggle switch located in the Activity notifications section in
order to enable or disable notifications.

The sending frequency of these notifications is set by the creator of the collaborative
share. You cannot modify it.

Details Shares Activities Memos
Properties
Owner Amandine Girard
Created on: 3/14/24, 3:30 PM
Modified on: 3/18/24, 4:58 PM
Location: Documents
Size: 7.62 MB
Item number 4 folders - 37 files

Activity notifications

D Receive every day activity notifications for this share
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