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Demo URL: https://www.opendrive.com/login

1. Drive.
1.1 Drive

URL: https://www.opendrive.com/user_account

When a user logs in on the site he/she gets to this page. The page contains the following elements:

1. The main working area where all uploaded files are displayed. There is also a prompt to upload files
when a user has none uploaded.

2. Sidebar with buttons for switching between three main features that will be described further below.
3. Sidebar with buttons for shifting between folders where user's files are stored.

4. Search field - the option for searching by files.

5. Account information: username, role, Dropdown Logout.

6. Buttons for work with user's files: upload, download etc. Will be described in more details below.

7. Trash - storage for deleted files.

OpenDrive, Inc., 228 Hamilton Avenue, 3rd fl, Palo Alto, CA 94301 | www.opendrive.com



(o)

4\ WP PLUGIN GUIDE | VERSION 2.0.1 | 7/2016

1.2 Working with files

1. Current directory.

2. Upload button - file upload from user's PC to OpenDrive. A user can upload files of any format.

3. Download button - file download from OpenDrive to user's PC.

4. Button for creating files: text, table, diagram. Available when additional plugin is connected.

5. Select all button - select all files from this directory.

6. Trash button - delete selected files.

7, 8 Files view format - Grid or List.

MyDrive

u| MyDiive | Documents |®

& Documenis FILE NAME o

B 239:4805RaLaTED-650-amolini (1) Jpg
B aotaneszaassosazesasacaasiad mp3

n Documents.zip

D Lyuis_Kerroll_Alisa_v_krayini_chudes Rulin Mes 172376 pdl

nates. oot

OpenDrive WP_plugin_v1 0.2 doex

CKANANHBIE DA (5] jpg

1.2.1 Work with a particular file. Files in Grid view

1. File sketch or icon.

2. File name and its format.

3. File size.

4. Download particular file to PC.
5.
6
7
8
9

Move file to another folder.

. Copy file to another folder.
. Replace file with another one.
. File Properties.

. Get file URL.

10. Send file via email.

11. Delete file.

MODIFIED

®
2 @ i
() i
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12. Checkbox for selecting file. Once several files are selected they can be deleted or downloaded as an
archive by clicking the button.

MyDrive / Documents

@ Download
N

6 Mowe
(5)copy

o Replace
6 Properties

@ 2394805-R3LBTED-...nolfini (1).jpg 9 Links jad.mp3 Documents.zip Lyuis_Kerroll_Al..._Net_172376.pdf
@ Send by Email

@ Trash

1.2.2 Work with a particular file. Files in List view

1. Checkbox for selecting a file. Once several files are selected they can be deleted or downloaded as an
archive by clicking the button.

2. File sketch oricon.

3. File name.

4 Download file to PC.

5. Get file URL.

6. File Properties.

7. Delete a file.

8. Open file's context menu.

9. File information: format, size, number of downloads.
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Documents. zip
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notes.odt

OpenDrive WP_plugin_v1.0.2.docx

1.2.3 File properties

Description: Here a user can change some settings of a particular file.

1. File name.

2. User can change file name.

3. File size.

MODIFIED

Download
Move
Copy

Replace

Properties

Links

Send by Email

TYPE SIZE @ DL

4. Permissions to access a folder (when hover a cursor over the particular position a user can get

detailed information regarding each access type).

5. Enable or disable the option "Enable online file editing by third party applications"

6. A user can set a password to access a specific file.

7. Description/Keywords - folder description, keywords.

8. Save added changes.

9,10. Cancel changes and close popoup.
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File Properties 2394805-R3L8T8D-650-arnolfini (1).jpg

@ File Name: 2394805-R3L8TED-650-arnolfini {1).jpg

@File Size: 211.1 KiB (216167 bytes

@ﬁccess Permission: Public e Hidden Private

@Edit file online: #| Enable online file editing by third party applications
@ File Password

@ File Description/Keywords:

1.2.4 Link to a file.

Description: This window display URL that can be passed to other users for viewing or downloading files.

1. Address where file is stored on OpenDrive.

2. Streaming link for documents and media players. Server for a streaming link determines content type:
for example audio/mp3, image/jpg. When format corresponds to browser requirements it can display
file content with its own tools. l.e. display text document or media player.

3. Link for downloading a media file. When clicking through the link - a file start downloading by browser
at once.

Links 2394805-R3L8T8D-650-arnolfini (1).jpg

@File Link (URL): https://s.od . IKfINDRIOVE
@Direct Link (streaming): hittps://s.od.Ik/s/INDRfOVE/2394805-R3LATED-650-arnolfini%209
@Direct Link {download): hitps://s.od.Ik/d/NDRfOVE/2394805-R3LEBTED-650-arnolfini%20t
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1.3 Work with folders
1.3.1 Context menu for work with folders

Description: Here a user can create a new folder or use the option of export to CSV.
1. Open a folder.

2. Create new folder.

3. Export content of a folder to CSV. In result a user gets CSV file with a table that store information
about files stored in a particular folder (ID name, format, size, file URL).

. h
Drive

MyDrive / Documents

MyDrive [+
@ Cpen
Mew Folder FILE NAME &
Export CSV
- TCTUTCS l 2394805-R3LETED-650-arnolfini (1).jpg

Public Folder
a a91b4if892a8338b5a264batacd389%ad.mp3

n Documents.zip

1.3.2 Creating and editing of a folder.

Discription: When creating a new folder a user can specify name or leave it to be set up by default. A
user can get access to additional settings once a folder is created.

For this a user should select item Properties in context menu that can be called by clicking on the Folder
menu button.

Properties window provide the following settings:

1. Change Folder name.
2. Permissions to access a folder (when hover a cursor over the particular position a user can get

detailed information regarding each access type).

3. Public Upload - to allow or to restrict all users upload files to a specific folder.

4. Public Content - if other users are permitted to see a folder content.

5. Public Download - if other users are permitted to download files from the folder to PC.
6. Description/Keywords - folder description, keywords.

7. Cancel folder creation and close popup.

8. Save settings and create a folder.
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Folder Properties Documents (3¢ ]

®=older Name: Documents

@hccess Permission: Public ® Hidde Private
®3ublic Upload: ® Enabled Disabled

®3ublic Content: ¥ Display folder content to others m‘
®3ublic Download: ¥ E e download to others
@escriptian#Keywards:

@
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1.4. Work with a folder stored in another folder.

Description: Work with a folder is pretty much similar to work with a file. The only difference is that a

folder can be downloaded as an archive only and there is no option to re-upload a folder from PC like it

is possible with a file.

1. Checkbox for selecting a folder from a file.
2. Folder sketch.
3. Folder name.

4. URL of a folder and URL of files that are stored in a folder.

5. Folder Properties - changing of a name, description and folder access settings (similar to item 1.3.1

File Properties).

6. Delete folder (move to trash).

7. Open the current folder.

8. Move folder to another directory.

9. Copy folder to another directory.

10 Folder Properties - changing of a name, description and folder access settings (similar to item 1.3.1

File Properties).

11. URL of a folder and URL of files that are stored in a folder.
12. Send folder by Email

13. Delete folder (move to trash).

14. Object type - folder.

15. Folder size - not specified.

16. Number of downloads (how much times a folder was downloaded).

[

FILE NAME o MODIFIED TYPE SIZE

Documents

Music

New foider

Pictures

Public Folder

a 0ldbaf94cdae8Sbd24bdcdclae5adse0 (1).mp3

DL

lial
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1.5. Objects creation.

URL: https://www.opendrive.com/user_account

Description: User can use option to create objects and edit them in further on OpenDrive directly.

OpenDrive supports an option to create such objects:

- - o Es2
=| Mew Text {}
TYE Mew Document ik
Mew Spreadsheet
Mew Presentation

1. Text documents of DOC format.
2. Presentation or editable slide show of PPT format.
3. Tables of XLS format.

4, Text documents of TXT format.

FILE NAME a

@ Document.doc
@ y | Presentation.ppt
@ 3 Sheet.xls

@ = Text. ot

All objects except folder are created by a single click on a correspondent button in the context menu.

Name and access settings are editable similar to other files stored on OpenDrive (see item 1.3.1).
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A special plugin should be enabled in order to allow a user to edit the objects content. This plugin can be

purchased from OpenDrive by the partners.

When the plugin for edits is enabled - the "Edit" button appears in the context menu of a file that can be
edited. Upon clicking the "Edit" button a user moves to editor.
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2. Files viewing.

Description: A user can view files directly on OpenDrive without downloading it. In order to open a file
for viewing a user should click on file sketch or icon. The viewer opens in new browsers tab.

2.1. Images viewing.

Description: A user can view graphic images of the following formats:

ipg, jpeg, gif, png, bmp, dem, tiff, tif.

1. Opened image.

. File name.

. File size.

. Upload date and name of the one who uploaded afile .
. Button for downloading file.

. Get file URL.

. Rotate image counterclockwise.

. Rotate image clockwise.

O 00 N o »n A W N

. Get additional information about a file (name, size, upload date, number of downloads).

o
C );mnDnve'

2394805-RILBTED-650-amolfini jpg 211 k

®© © o o¥oYololo
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2.2. Video files viewing.

Description: A User can view video files directly on OpenDrive in the following formats:

flv, mp4, m4v, webm, ogv.

1. Video player. Supports standard functions of video players: play, pause, volume control, full size
displaying, timer.
2. File name and format.

3. File size.

4. Upload date and name of the one who uploaded a file .
5. Button for downloading file.

6. Get file URL.

7. Get additional information about a file (name, size, upload date, number of downloads).

20 DOM 04 Video.mdv 6 MB | Created May 23, 2016 by John O'Grady

® o o 61010,
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2.3. Audio files listening.

Description: A user can listen to audio files directly on OpenDrive in the following formats:

mp3, m4a.

1. Audio player. Supports standard functions of audio players: play, pause, volume control, timer.
2. File name and format.

3. File size.

4. Upload date and name of the one who uploaded a file.

5. Button for downloading file.

6. Get file URL.

7. Get additional information about a file (name, size, upload date, number of downloads).

01dbafdcdae8Sbd24bdcoc1ae5a98e0.mp3 9 MB | Cr

® ®© o 00
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3. Trash

URL: https://www.opendrive.com/user_account/trash

Description: Trash - is a temporary storage of deleted files.
Files in trash take space of a user server space. they can be deleted permanently or restored.

Files in trash are deleted permanently after 3 month of storage.

1. Select all files.
2,3. restore all files from trash.

4,5. Delete a file permanently.

6. Go to trash (from anywhere on OpenDrive). Display all files stored in trash.

7, Empty trash - delete all files permanently.

lj'},r_r-:'.‘nDﬂvejm
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FILE NAME « G) MoowEo SZE ?\mnc?mr:?
23 [
26 ®
a1
5
=
8
]
ol mages (g
B images (3)jpg
B oo
[
n:
B = [
B = 1L
B
© .
0 ]
wone n .

OpenDrive, Inc., 228 Hamilton Avenue, 3rd fl, Palo Alto, CA 94301 | www.opendrive.com



(o]{3\'D1{)Y WP PLUGIN GUIDE | VERSION 2.0.1 | 7/2016

4. Notes

URL: https://www.opendrive.com/notes

Discription: On the Notes page each user can create notes. Page content is personal for each user. l.e.
nobody can see records of another person.

Owner with free account can create 5 notes. When an Owner has created several users - each user have
5 notes as well. Unlimited number of notes can be gained by upgrading the Owner account.

4.1. Creating and editing of Note.

There are two ways to create a Note:

- Create notepad by clicking on the "+" button in left sidebar. Then select created notepad and enter a
text in note work area by clicking on "Write note".

- Click on note work area and enter a text without creating notepad. In this case notepad will be created
automatically and it will be named «new notepad» by default.

.
Drive

Motes / Notepad

Create Notepad

NEW NOTE

Notes

Write Note.

®
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Notepad can be renamed, archived or trashed. In order to do this one should call context menu by
clicking on the button next to the group name in left sidebar.

- e

rMotes [ New Motepad

MNotes [ 4|
¥ mMotepad 1 m‘ NEW MNOTE
R rMote
Rename Wirite Mote. .

P rote Archive

Trash

In order to create new Note one should click on the «create note» button in the top right corner of work
area.

. M
Drive »
Notes | New Notepad + NewNote
Notes
P Notepad 1 FIRSTNOTE NEW NOTE
P Notepad 2
1P Notepad 3 Lorem ipsum dolor sit amet, consectetur adipiscing (0O Lorem ipsum dolor sit amet, consectetur
elit sed do ejusmod tempor incididunt utlabore et adipiscing efit, sed do eiusmod tempor
dolore magna aliqua. Ut enim ad minim veniam, quis incididunt ut labore et dolore magna aliqua. Ut
nostrud exercitation ullamco laboris nisi ut aliquip ex enim ad misdnim veniam, quis nostrud
£a commodo consequat, Duis aute irure dolor in exercitation ulameo laboris nisi ut aliquip ex
reprehenderit in voluptate velit esse cilum dolore eu £a commodo consequat. Duis aute irure dolor
fugiat nulla pariatur. Excepteur sint occagcat in reprehenderitin voluptate velit esse cillum
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In order to add a record one should click on the «+» button in the top right corner of a note.

. ih

Notes / New Notepad

Notes (+]

¥ Notepad 1 FIRST NOTE + =
B Notepad 2 [}

I Notepad 3 Lorem ipsum dolor sit amet, consectetur adipiscing

elit, sed do eiusmod tempor incididunt ut labore et
dolore magna aliqua. Ut enim ad minim veniam, quis
nostrud exercitation ullamco laboris nisi ut aliquip ex
ea commodo consequat. Duis aute irure dolor in
reprehenderit in voluptate velit esse cillum dolore eu
fugiat nulla pariatur. Excepteur sint occaecat
cupidatat non proident, sunt in culpa qui officia
deserunt mollit anim id est laborum.

NEW NOTE

O Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua. Ut
enim ad minim veniam, quis nostrud
exercitation ullamco laboris nisi ut aliquip ex
ea commodo consequat. Duis aute irure dolor
in reprehenderit in voluptate velit esse cillum
dolore eu fugiat nulla pariatur. Excepteur sint
occaecat cupidatat non proident, sunt in culpa
qui officia deserunt mollit anim id est laborum.

O Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua. Ut

anim ad minim vaniam e naete e

After this a user can enter a text or paste it from clipboard (ctrl+v). Also a user can cancel note creation

by clicking on the «-» button.

FIRST NOTE
+ |

N

Lorem ipsum dolor sit amet, consectetur adipiscing
elit, sed do eiusmod tempor incididunt ut labore et
dolore magna aligua. Ut enim ad minim veniam, quis
nostrud exercitation ullamco laboris nisi ut aliquip ex
ea commodo consequat. Duis aute irure dolor in
reprehenderit in voluptate velit esse cillum dolore eu
fugiat nulla pariatur. Excepteur sint occaecat
cupidatat non proident, sunt in culpa qui officia
deserunt mollit anim id est laborum.

A user can edit Note name. For that one should click on note with left button of the mouse. The same
way texts can be edited: just click on the record and enter a text.

OpenDrive, Inc., 228 Hamilton Avenue, 3rd fl, Palo Alto, CA 94301 | www.opendrive.com
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A user has option to tag a record as completed (1) or delete it from notes permanently (2).

just now... ) X@
O Lorem ipsum dolor sit amet, consectetur

adipiscing elit, sed do eiusmod tempor

incididunt ut labore et dolore magna aliqua. Ut

animm ad minim vaniosm osie Aeeteoed [

In top right corner of Note there is the "menu" button that opens up additional settings.

Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna
aligua.Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna
aligua.Lorem ipsu

= S X = @ =
© OO0 O 'mm

O Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna
aligua.Lorem

O Lorem ipsum dolor sit amet, consectetur

1. Button for editing note size. 3 sizes are available.

2. Button for editing note color. 5 colors are available.

3. Button for uploading files to note. File of any format can be uploaded.
4. Button for archiving note.

5. Button for trashing note.
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NEW NOTE 3

[u] larite Note

O Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore
magna aliqua.Lorem

o Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt
NEW NOTE 1 FIRST NOTE
O Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore O Lorem ipsum dolor sit amet, consectetur Lorem ipsum dolor sit amet, consectetur adipiscing
magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea adipiscing elit, sed do eiusmod temper elit, sed do eiusmed tempor incididunt ut labore et
‘commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla incididunt ut labore et dolore magna dolore magna aligua. Ut enim ad minim veniam, quis
pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est aliqua.Lorem ipsum dolor sit amet, nostrud exercitation ullamco laboris nisi ut aliquip ex
laborum. consectetur adipiscing elit, sed do eiusmod ea commodo consequat. Duis aute irure dolor in
tempor incididunt ut labore et dolore magna reprehenderit in voluptate velit esse cillum dolore eu
aliqua.Lorem ipsu fugiat nulla pariatur. Excepteur sint occaecat
cupidatat non proident, sunt in culpa qui officia
=L B dolorsic T deserunt mollit anim id est laborum.
- it sed-d o temp
B
e

O Lorem ipsum dolor sit amet. consectetur

4.2 Archive and Trash.

Description: A separate note or notepad with all the content can be moved to Archive or Trash.
One can go to Archive or Trash by clicking on the correspondent button in the bottom of sidebar.
Archive content can be trashed or restored.

. | ]
Drive

Motes / Archive / Notepad 2

Archive

I Notepad 1 NEW NOTE 2 - NEW NOTE 1

E N

P Nge  oostore Lorem ipsum dolor sit amet, consectetur adipiscing O Lorem ipsum dolor sit amet, consectetur

Trash elit, sed do eiusmod tempor incididunt ut labore et adipiscing elit, sed do eiusmod tempor
dolore magna aliqua. Ut enim ad minim veniam, quis incididunt ut labore et dolore magna aliqua. Ut
nostrud exercitation ullamco laboris nisi ut aliquip ex enim ad minim veniam, quis nostrud
ea commodo consequat. Duis aute irure dolor in exercitation ullamco laboris nisi ut aliquip ex
reprehenderit in voluptate velit esse cillum dolore eu ea commodo consequat. Duis aute irure dolor
fugiat nulla pariatur. Excepteur sint occaecat in reprehenderit in voluptate velit esse cillum
cupidatat non proident, sunt in culpa qui officia dolore eu fugiat nulla pariatur. Excepteur sint
deserunt mollit anim id est laborum. occaecat cupidatat non proident, sunt in culpa
qui officia deserunt mollit anim id est laborum.

O Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua. Ut

anim ad minim vaniam  Aoie nnetroed
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Trash content can be restored or deleted permanently. Also Trash can be cleared by clicking on the

"empty" button in the bottom of sidebar.

Drive’"

Motes / Trash / Notepad 2

NEW NOTE 2 NEW NOTE 1

Lorem ipsum dolor sit amet, con
e 1 do el

s fugiat nulla pariatur.
ecat cupidatat non proident

incididunt ut labore et dolore magna aliqua. Ut

There is no way to create new notepads, notes and records in Trash or Archive.
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5. Tasks

URL: https://www.opendrive.com/tasks

Description: Users can use OpenDrive as task and bug tracker. Owner can create 10 tasks by default.

Unlimited number of tasks can be gained after upgrading account.

Main functionality of the Tasks page allows a user to use the following options:

- create project lists, projects and tasks in projects;

- track tasks implementation progress;

- assign tasks to OpenDrive users;

- mark tasks with different tags which help to optimize tasks assignment and implementation process;

- notify users immediately about changes in tasks using email send out.

5.1. Tasks creation
At first - project list should be created. This can be done in two ways:
- By clicking on the "+" button in left sidebar.

- By clicking on "Project List" on the page work area. This way is available when a user has no project lists.

Tasks | Overview

Create Project List

Create your first Project List.

Tasks

O o

The next step is to create a project. In left sidebar a user should select a project list in which a project
need to be created. Then there are two ways:

- call context menu by clicking on the correspondent button in sidebar and select item «Add project»;

- click on the «Project» button on the page work area. This way is available when a project list has no

projects.
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Tasks I Overview
Tasks

™ projectlist1 This project list has no projects yet. Please create your first Project.

project 1
project list 2 b
PO add project
proji

proiji

Rename

Archive @ @

ash

Then tasks lists can be created. This also can be done in two ways. At first a user should select needed
project:

- click on the «Task list» button on the page work area. This way is available when a project has no tasks.

- click on the «+ Task list» button in top right corner of the page.

Tasks | project list 1 | project 21
Tasks proj proj

v project st 1

Now a user can add tasks to tasks lists. For that one should click on the "+" button in task list header.

Tasks [ project list 1 | project 2.1

Tasks
~ project list 1 b first task list | Due: ...
AR Add new Task to this Task List
project 2.1
VI second task list | Due: ...
project 2.1
project list 3
project list 4
project list 5

Name of a task should be entered in order to complete task creation procedure.
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Tasks | project list 1 | project 2.1 Start Date: 17 May 2016 v+ |  Due Date: Not set v + TaskList

first task list | Due:

%3

second task list | Due
task 1
task 2

task

5.2. Editing of projects and tasks.

Description: OpenDrive provides variety of settings for personalization of tasks management process.

5.2.1 Project list editing.

In order to get access to task list management one should call the context menu by clicking on the
button in left sidebar.

The menu has the following options:

- add a project to project list;

- rename project list;

- move a project list with all the content to archive;
- move a project list with all the content to trash.

Tasks [ project list 1 I project 2.1
Tasks

= project list 1 first task list | Due: ...

F Mew Task

Add project
b Rename

T PO Archive

I Trash _

- second task list | Due: ...

projecrnsrs

project list 4 task 1
project list 5 task 2
task

5.2.2 Editing of projects.

In order to call the menu for editing projects one should click on the button in left sidebar.
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The menu has the following options:

- rename a project;
- move a project with all the content to archive;
- move a project with all the content to trash.

Tasks [ project list 1 | project 2.1
Tasks

~ project list 1 first task list | Due: _.

project 1.2 New Task
F rRename

¥ proj Archive

B Trasn

projecrmses

second task list | Due: ...

project list 4 task 1
project list 5 task 2
task

5.2.3 Editing of a task list.

Editing buttons are located in task list header.

1. Complete this task list. Completed task lists are not displayed in overview;
2. Select a date when a task list is over. Will be applied to all tasks;

3. Rename task list;

4. Move a task list with all the content to archive;

5. Move a task list with all the content to trash.

Tasks | project list 1 | project 2.1 Start Date: 17 May 2016 »

first task list | Due: ... %

New Task

second task list | Due: 25 May 2016
task 1
task 2

lask

5.2.4 Task editing.

Task editing buttons are located in task header.

| DueDate: Notsef v

6016
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. Complete this task;

. Move a task to another task list using drag and drop feature;
. Percent of task progress;

. Task privacy setting: private/public;

. Task priority: none, low, medium, high;

. Rename a task;

. Change task color: 5 colors available;

. Get a link to a task;

O 00 N o u b~ W N R

. Move a task to archive;

10. Move a task to trash;

11. Set tag for a task: none, in progress, duplicate, fixed, in qa;
12. Date for a task to be done. Number of days before deadline.
13. Name of a user which a task is assigned to;

14. Name of a task creator;

15. Date of a task creation

TASK NAME TAG

first task list | Due:

LETIERE @ @ Duplicate

New Task 9 @ % Fixed
O 00 0)

second task list | Due: 25 May 2016

fask 1 0

task 2 [1] n QA

task

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor inc...

5.3. Task page.

DUE ASSIGNED TO ASSIGNED BY

®

John Doe

Tomorrow

In 14 days

When clicking on a task name in a task list a user gets to the page with detailed information regarding

the task:

1. Complete this task;

2. Percent of task progress;
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3. Set tag for a task: none, in progress, duplicate, fixed, in qa;
4. Date for a task to be done. Number of days before deadline.
5. Name of a user which a task is assigned to;

6. Task description.

7. File attached to description.

8. Save description.

s | project kst 1/ project 2.1 1 New Task

O [B] Mew Task 100%

. Set tag for a comment: none, in progress, duplicate, fixed, in ga;
. Add subcomment to a comment;

. Edit a comment;

. Delete a comment;

. Edit subcomment;

. Delete subcomment;

. Text field for inputting comment text;

©® N O Ut A W N R

. Attach a file to a comment;
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9. Save a comment.

ks | project list 1 / project 2.1 | New Task

O [8] New Task 100%

Lorem Ipsum dolor sit amet, consectetur adipiscing elit, sed do elusmod tempar INCiddunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in re
prehenderit in voluptate velit esse clllum dolore eu fuglat nulla pariatur, Excepteur sint occaecat cupidatat non proident, sunt in cuipa qui officia deserunt molit anim id est laborum

© "® @i\

Locem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor Incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco 1aboris nisi ut aliquip ex ea commodo consequat. Duls aute irure dolor in re
prehendent in voluptate velit esse cllum dolore eu fugiat nulla pariatur. Excepleur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt molit anim id est laborum.

/@/@

o

Lorem ipsum dolos sit amet, consectetur adipiscing elit, sed do elusmod tempor incididunt ut labore et oo)othhaqna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ulamco labods nist ut alkguip ex ea conmodo consequat. Duks aute irule o
olor in reprehenderit in voluptate velt esse ciilum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non peokdent, sunt In culpa qui officia desequnt mollit anim id est laborum.

Lorem ipsum dolor sit amet, consectetur adipiscing eft. sed do elusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostnid exercitation ulamco laboris nisl ut akquip ex ea commado consequat. Duts aute kure d
olor in reprehenderit in voluptate velt esse cillum dolore eu fugiat nulla pariatur. Excopteur sint occaecal cupidatat non peoident, sunt in culpa qui officia deserunt mollit anim id est laborum

@

5.4. Archive and Trash.

Files in archive are displayed in the following way:
- When a project list was moved to archive - it is displayed there without content (without projects);

- When a project was moved to archive - only project list to which the project is related and its task lists
without tasks are displayed;

- When a task list was moved to archive - a project list and and a project to which this task list is related
are displayed;

- When a task was moved to archive - all chain from a project list to task is displayed.

Files in Trash are displayed in similar way.
Archive content can be moved to Trash and content of Trash can be moved to Archive.
No way to restore files neither from Trash nor from Archive.

Trash can be cleared by clicking on the "empty" button in the bottom of sidebar.
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6. Users

URL: https://www.opendrive.com/user_account/users

Description: On this page an Owner can create users that are able to use functions of his/her account.
Users are permitted to store files on OpenDrive drive, leave notes in Notes tab, use Task page to manage
projects. Owner should grant permissions for users so that users could use all OpenDrive functions.

Only one user is available for basic account by default. Additional number of users (up to 1000) can be
gained by upgrading account.

There are 4 types of users on OpenDrive:

1. Owner - account owner. Has full set of permissions.

2. Basics - can have access to projects, work on files and leave records in Notes tab.

3. User - has permissions of basics account + can view list of users within his/her group.

4. Admin - has permissions of basics account + can administrate other accounts: create, edit, delete user
groups and users.

6.1. Creation of users group

Before creating the first user an owner should create a group. List of groups is displayed in left sidebar
and number of groups is not limited. Owner can have groups without users.

Users can be deleted from a group. Also users can be moved from one group to another one using drag
and drop feature.

Group can be created in 2 ways:
- click on the «Group» button on OpenDrive work area when a user has no group.
- click on the "+" button in left sidebar.

.l
OpenDﬂve' !

Account Users

Create your first Group.

/
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Once the button for creation a group is clicked you will see text input field inviting to enter a group name.

.l

Account Users (3

L_New Group)

6.2. Editing a group.

When hovering cursor over the group name in left sidebar - on the right you will see the button for
calling context menu. This menu contains 3 items:

- open a group for viewing and editing of content;

- open group settings;

- delete a group.

. Ml

Account Users [

4% New Group B —
Open
Edit

Delete
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Upon clicking on the "edit" button you will open a window for group editing.

Edit Group Q

@ Group Name: New Group
@ Space: 0 = v
@ Bandwidin: 0

MB

==
® 06

1
-

Owner has the following permissions:

1. Change group name;

2. Change space available for members of the group for uploading files.
3. Change daily bandwidth available for members of the group.

4. Save settings;

5. Cancel settings.

6.3. Users creation.

Once group is created - you can add users to it. For this you should select a group by clicking on it in left
sidebar and click on the button:

- «Accout user» - when it is the first user in a group;

- «Create new user».

L
Drive -

Groups | Group2 = 0 users of 1 used - Get More Users _+__ Create New User

Account Users (3

This group has no account users yet. Create first Account User.

New user is created with empty information fields by default. After this Owner can fill the new profile
with necessary information.
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Groups | New Group ~ @ @ @ 0 users of 1 used - Get Nor@s

NAME POSITION EMAIL PERMISSIONS STORAGE USAGE BANDWIDTH USAGE

New User Users | 0Folders | 0 Projects 0B 0B

1. Setting of a user's personal data. Dialog window can be opened by clicking on the name.
Groups [ New Group «

NAME POSITION EMAIL

New Us
ACCOUNT USER DETAILS %

N

Enable account user to change password
Send email invitation

Send password by email

2. Permission setting for a particular user.
- selecting user role

PERMISSIONS
Users | O Folders | O Projects
ACCESS PERMISSIONS x

Basic - User can access permitted projects or folders
® + Users - User can see users in his group

+ Admin - User can administrate other account users

N
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- selecting of folders that a user is permitted to view or edit.

PERMISSIONS STORAGE USAGE
Users | 0 Folders | O Projects 0B
FOLDER PERMISSIONS x
None ¥

Edit ¥ Music
View ¥ Pictures

MNone ¥

- selecting of projects that a user is permitted to view or edit.

PERMISSIONS STORAGE USAGE

Users | O Folders | 0 Projects OBof0OB
PROJECT PERMISSIONS o

project list 1:
View ¥ | projectl
Edit ¥ | project 2

None ¥

3. Selected and used drive space by a particular user.

STORAGE USAGE BANDWIDTH USAGE
oB oB
STORAGE LIMIT x
1024 TB ¥
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4. Selected and used daily bandwidth by a particular user.

BANDWIDTH USAGE

oB
BANDWIDTH LIMIT x

1024 TB v  /Day

[

5. Owner has option to delete or block account user by clicking on the button for calling context menu
on the top of users list.

Groups / New Group «

[J ¥ NAME POSITION EMAIL
& Block
20testemail15+64@gmail.com
& UnBlock
i Delete
20testemail15+69@gmail.com
—_—
E," @ John Doe 20testemaill5+73@gmail.com
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7. Settings

URL: https://www.opendrive.com/setings/

Description: In this section a user can view information regarding space available on the server, activity
diagram and can change his/her profile settings.

7.1. Dashboard
Description: On this page account admin can view all information regarding manipulations with files.

1. Information regarding account type, its name, date of creation (registration).

2. Information regarding space on the server: used space, total space on the drive, max size of a single

file that can be uploaded to OpenDrive.

3. Information regarding traffic available for downloading per single day: percent of traffic used on a

current day, size of traffic used on a current day in bytes.
4. Number of added users.
5. Diagram of files uploads and downloads in items.

6. Diagram of files uploads and downloads in gigabytes.

o
Oper 1Dnve'

Dashboard

MyDrive 746 MB used L 272 MB used aa 1 used
oo accoue ® £ somesce ® ¥  Oownoass [©) . ?% Accoud Users ®
Files Stats @ Bandwidth Stats @
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7.1. My profile

URL: https://www.opendrive.com/setings/profile/

Description: On this page a user can change settings of his/her profile.

1. Uploading user avatar.

2. Here a user can change personal information settings: first name, last name, company, phone, time

zone.
3. Here a user can change settings of notifications to his/her email address.
4. Here a user can change his/her email and confirm this.

5. Here a user can change his/her password.

6. Save settings.

Settings / Profile

Settings
@ Dashboard USER DETAILS
& My Profile
John
= Branding
= Activity Logs
O'Gra
O Upgrade ® e

E5 Payment Methods

. Maximum size: 150KB
= Invoice
= Invoices JPG. PNG, GIF

ik Get Free Space

(GMT-08:00) Pacific Time (US & Canada)

Daily statistics

File Versioning Max Versions

Default File Permissions

10 L

Hidden v

EMAIL ADDRESS (USERNAME)

ga.ivanpleten@gmail.com

PASSWORD
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7.3 Branding

URL: https://www.opendrive.com/setings/branding

Description: on this page an owner of business account can customize subdomain:

- change logo and favicon;

- change drive name and subdomain address;

- change color set of a drive.

_ Settings | Brandin
Settings .

@ Dashboard DRIVE NAME
LOGO

& My Profile

*= Branding e

Open

YOUR SUBDOMAIN
Optimal size: 160x45px

JPG, PNG, GIF sandbox.opendrive.com

FAVICON

wl

ven
Optimal size: 1 16px D

ICO, JPG, PNG, GIF

7.4 Activity logs

URL: https://www.opendrive.com/setings/activity/

Description: On this page account admin can view information regarding all activity on the site (login,

manipulations with files and folders etc.).
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Information can be provided by the following filters:
- time period for which it is necessary to get a report;
- users that had some activity;

- particular action (for example deleting of a file).

Also a user has an option to export a table to CSV format.
1. Filtration by time period.

2. Filtration by users that had some activity on OpenDrive.
3. Filtration by a particular action.

4. Table with information: time of activity, user who did activity, activity type, user ID, file name and size

(when action was related to a file).

3 | Activity Logs &
Settings @ G) O

& Start Dase End Date Users Log Type
& My

TME USER LOG TYPE L NAME FILE SUE DETALS APP

*TROe
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If you have any comments or feedback on our documentation, please send them to us at:
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