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Introduction

The Remote Drive service lets you upload files, create media collections, and share
content from one simplified user-interface. The Remote Drive service is a ‘one-stop
location’ for Documents, Image Files, Videos, and Audio Files that can be stored and
then shared with business contacts and partners using e-mail invitations.

Basic Concepts

The main components of the MTS Remote Drive service are as follows:

» Documents — Allows you to add documents and create folders.

* Images — Allows you to add images and create albums.

» Videos - Allows you to add videos and create libraries.

* Audio — Allows you to add audio files and create playlists.

» Shared Collections - Displays all media collections that are set to Invitation Only.

» Share/Invitations - Allows you to create email invitation for shared media
collections.

» Contacts — Allows you to add contacts and import contact lists.

* My Remote Drive - Allows you to upload your Document, Image, Video, and
Audio files to your account for online storage.

The media components are grouped according to file format:

Component Supported File Formats

Documents All file extensions are supported

Images JPG, JPEG, JPE, GIF, PNG, BMP
Videos AVI, MPEG, MPG, MOV, WMV, WM, MP4, ASF, 3PG
Audio MPG, WMA, MP3

Documents, Images, Videos, and Audio are grouped in different media collections, or
containers, for individual use or to share with colleagues. In most cases, when you add
a new Document, Image, Video, or Audio File, it is associated with a new or existing
folder, album, library, or playlist.

Component Supported File Formats

Documents | Any format

Images Image Album
Video Video Library
. Audio Playlist
Audio Note: Due to Digital Right Management issues, playlists cannot be shared
with others.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
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Accessing the Remote Drive Service Online Portal

To access the Remote Drive Service online portal, go to the Allstream Small Business
website and click on the My Accounts link to access the link to the portal.
http://www.allstream.com/smallbusiness/

A - Allstream Small Business - Microsoft Internet Explorer.

File' Edt ‘View Favortes Tools Help

&
GBack ¥ @ E] @ @ pSEarth %metes 6| ﬁv% i D ﬁ
Address @ http: e, allstream, comfsmallbusiness findexb, html I,'Ej“ Go | Lirks-
Oyptoye| Lol -] smeh | FpoRCrestor @ eBay @ Amazon | 15 Optios © B B o
E
Frangais 1|
My Accounts
A
a"strea"ﬂ small business Home Products & Services  About You  Promotions  Articles  Support  About Us Contact Us ‘
V telecommunications —
= 3
HOSTED PHONE SYSTEM " RAVE ot Hoctad ol

Guestions shout any of our procducts or services?

Our Hosted Phorie System offers henefits of & ‘WE're always ready to answer. Contact Us

traditional on-site phone system, plus: >
e Advanced festures
® ‘ieh-hazed management tooks
2 tiiotaincd packogee ~ YOUR FEEDBACK MATTERS
) il vt you to bie setisfied with our service. Tel us | |
Learn more > m howy we're doing with our guick gquestionnaire. W
Fill Qut Comiment Forim >

ALLSTREAM SMALL BUSINESS
is a Canadian owned and operated >
telecommunications company.

€] httpufumwe. allstream, cormfsmalbusiessipromotionsi#hes

Signing In

To sign in to use the service, you need to be a registered user with a user name and
password.

Protecting your Sign In Information

Your user name and password is the gateway to all information stored using the Remote

Drive service. Be sure to have a password that only you know and do not share it with
anyone at any time.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
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To sign in:

1. On the Sign In page, specify your user name and password, found in your
welcome email. If you do not have a Remote Drive account and would like to
subscribe for one, please call Allstream Small Business at 1-877-663-2791 to
sign up.

Already A Member? Sign In:

Username: || |

Password: | |

Help

2. If you want to save your user name and password to your computer, select the
“Remember Me” box. The next time you go to the sign in page, you will not
need to enter your user name and password again.

IMPORTANT: IF YOU ARE USING A SHARED COMPUTER, DO NOT
SELECT THE "REMEMBER ME” BOX AS OTHER USERS OF YOUR
COMPUTER WILL BE ABLE TO ACCESS YOUR ACCOUNT..

3. Click Sign In.

Signing Out
At any time, you can sign out of your account. You also may be automatically logged
out after a period of inactivity.

To sign out:
On any page, click “Logout”, but the next time you access the sign in page, you will need
to provide your user name and password.

Changing Your Password

If you have forgotten or need to change your password, please phone Allstream Small
Business at 1-877-663-2791 to speak to a representative.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
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There are many ways to access features and navigate throughout the application.

To navigate the application:

» Primary Navigation Bar - At any time, you can click Home, Upload Files, My
Remote Drive, or File Manager on the primary navigation bar at the top of the
application to go to the main features.

- HOME UPLOAD FILES M¥ REMOTE DRIVE FILE MANAGER

* Secondary Navigation Bar - You can access additional features on the
secondary navigation bar related to Home, Upload Files, My Remote Drive, or

File Manager.

HOME UPLOAD FILE: MY REMOTE DRIVE FILE MANAGER .

Images I Wideo I Audia I Documents | Shared Collections |

* Image Buttons - You can click images to open related functionality. For
example, click the Images button to open the Image Albums page.

Images Video

e |
=T : =t =
"IIII q| | '.IF.'.!. E i d E

Audio Documents

= Miew :§|| albums= = H.-'|E1.l.l all Hb:‘rari':é“s B '-,z"ig_a,l.-.l all Fr_l_al,'l_isf_s e Wawall fu:-'li:l_i,a}_'_'s.
» Create new album | > Createnew library | | > Create new playlist | = Create new folder

» If a main page contains multiple

pages, you can click the page number to jump to

that page. Alternatively, you can click Previous or Next to navigate through the

pages.

1-16 of 19 Images

MTS Allstream assumes no responsibility or liability fo
damage, which may result from the connection of you r

Previous Hext
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computer to the Internet as discussed in this gui de. By proceeding

with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.

All rights reserved.)

8




i)
allstream. small business

V/ telecommunications

The Home Page

Remote Drive Service
User Guide

Once you are signed in, the Home page is displayed. From this page, you can
download and install The Remote Drive PC Client software. If you want to return to the
Home page at any time, click the banner at the top of the page.

@ Mﬁaljstrea’n Remote Drive service
\

| Contacts |

Welcome allstreamdemo.ca

Three easy steps to
Backup your data

1. Download and install the Remate Drive PC Client software
2. Enter your Rernote Drve username and password
3, Selectthe files you would like to back up

Upload, store and share

& Uplosd files to your Remaote Drive
® stors online, access anywhers
* Share your files with colleagues

Need more space?

Remote Drive service is
offered with a variety of space
options.

Click Here to find out how

toaddimore.space

UPLOAD FILES

Images

s

= Wiew all albums
5 Create new album

Help Logout

|4, Search your medis

MY REMOTE DRIVE FILE MANAGER

Storage Use: 0GB

0Ge 10GE

{_Upload Files Now |

Documents

= Wiew all libraries » Miew all playlizts = Miew all folders
2 Createnew library | 5 Create new playlist | = Create new folder

Video Audio

Contact Us  Privacy And Legal

The Home page contains the following link on the Secondary Navigation Bar:

Copyright @ 2010 Manitoba Telecom Services Inc All Rights Reserved,

» Contacts- Lets you add, delete, and import contacts. For more information, see

Contacts.

MTS Allstream assumes no responsibility or liability fo
damage, which may result from the connection of you
with this installation, you assume all risk of pers
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The Upload Files Page

The Upload Files page contains a web upload tool that lets you select files from your PC
to upload to the Remote Drive service. There are two tools available- the Basic
Uploader which allows you to upload 5 files at a time or the Flash Uploader which allows
you to upload multiple files at a time.

|4, Search your medis

i = - Help Logout
@ MTSallstrean Remote Drive service
l | — _|

HOME UPLDAD FILES MY REMOTE DRIVE FILE MANAGER

Storage Use: 0GB

Upload Files

0Ge 10GE

Browse your cornputer to select files, hold down CTRL to select multiple files,
‘ou can upload up to 1GB at a given time,

File name File size  Remove

| No files selected

“-0 filas salected Clear List | SelectFiles |
2 Select Upload Destination
3 Upload Flles

1f you only nesd to upload a couple of files, why not use the basic upload tool?

Contact Us Privacy And Legal Copyright @ 2010 Manitoba Telecom Services Inc &ll Rights Reserved.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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The My Remote Drive Page
The My Remote Drive page displays all files that have been uploaded to your Web
Uploads folder in your online storage.

The My Remote Drive page contains the following links in the Secondary Navigation Bar:

» Overview - Allows you to view all your uploaded content, including documents,
images, videos, and audio. You can also share this content with colleagues. For
more information, see My Remote Drive.

i\
» - Help  Lagout
MTSallstrean Remote Drive service _
/ la, Search your media
l s _|
HOME UPLOAD FILES MY REMOTE DRIVE FILE MANAGER
Cusruisy | Downlosd Ramate brivs PC Cliant Software
. Storage Use: 0.01GE
Overview |
oGE 10Ge
Show All ™ select All | Deselectall | Delete Share From Remate Drive |
Hame ¥ Type ¥ Size¥ Uploaded ¥
Web Uploads [l i i
] B caiejog Image 16 KB 05/02/2010
[ B pricing = Document 40 KB 05/02/2010
El B titlepace. doc Docurent 24 KB 05/02/2010
Contact Ug Privacy And Legal Copyright @ 2010 Manitoba Telecom Services Inc &ll Rights Reserved.

» Download Remote Drive PC Client software-  Allows you to download and
install The Remote Drive PC Client software you need to backup files on your
computer. For more information, refer to The Remote Drive PC Client software
User Guide.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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The File Manager Page

The File Manager Page lets you quickly access the document, image, video, and audio
features that let you add files, create media collections, and then share content with
colleagues.

The File Manager page contains the following links on the Secondary Navigation Bar:

* Documents — Allows you to add documents and create folders.

* Images — Allows you to add images and create albums.

* Video — Allows you to add videos and create libraries.

» Audio — Allows you to add audio files and create playlists.

¢ Shared Collections - Displays all media collections that are set to Invitation Only.

i
- - Help  Logout
MTSallstrean Remote Drive service
l’ :o‘ Search your madia
HOME UPLOAD FILES MY REMOTE DRIVE
Images Video Audio Documents ‘Shared Collections
\ | 5 | pow | clactons |

Storage Use: 0,01GE

Media Collections I

o0& 10GE

Images = Video = Audic Documents

Need more space?

Remote Drive service is

offered with a variety of space \'T:’—T-‘ i :ﬁ“%\-‘ﬁ- 1™ = | | 3
options. \ ‘ %w D \%
-

ClickHere to find out fiows
toratdd ore, spaceto your

= Wiew sl albums 5 Wiew all libraries | » View all playlistz | > View all folders
= Create new album 2 Create newlibrary | = Create new playlist | = Create new folder

Contack Us Privacy And Legal Copyright @ 2010 Manitoba Telecomn Services Inc All Rights Reserved,

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
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Media Collection Buttons

The main buttons for Documents, Images, Videos, and Audio display your media
collections. The first time you access a media collection page, you are prompted to
create a new Document Folder, Image Album, Video Library, or Audio Playlist.

The main pages are as follows:
» Document Folders page
* Image Albums page
* Video Libraries page
» Audio Playlists page

On each of the media collection pages, you can click the name of a particular folder,
album, library, or playlist to display its contents. When you access a particular
collection, it is displayed on its own specific page that is based on the collection name
such as:

» FolderName page

» AlbumName page

» LibraryName page

* PlaylistName page

You can also click the name of a particular Image or Video to open the particular
AlbumName or LibraryName, which will displays additional information.

B "
- - Help  Logout
MTSallstrean Remote Drive service
l’ .Q\Search your media
HOME UPLOAD FILES MY REMOTE DRIVE m
Trragas | Wideo | Audio | Documents | hared Collections |

Sample Images s

Album Desaription: Alburn Access! '
Sarnple Pictures [
Sort byt Miew List | AddImages | Slideshow . Share

Sunset Water Jilies

b Cownload B Print b Download B Brint
b Rename |k Remouvs IbRename [k Remove

1-2 of 2 Images Previous. | | Hext
Contact Us  Privacy And Legal Copyright @ 2010 Manitoba Telecarn Services Inc. Al Rights Resarved,

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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Common Procedures for Media Components

The MTS Remote Drive service has many common functions that apply to all media
components (Documents, Images, Videos, and Audio). This section contains detailed
information on common procedures.

Accessing the Main Pages

This manual uses the Home page as the main reference point for instructions. You can
also access the same features from different access points.

To access the main buttons for Images, Video, Audio  , and Documents:
Do one of the following:
* On the Home page, click the corresponding button for Image, Video, Audio, or

Documents at the bottom of the screen.

Video Audio

by

= "."i'é'.'."a||1:!talzl|i1=;t:5 = Wiew all folders
= Create new playlist | > Create new folder

Images Documents

)

H"é_il

i~

= View all albums
= Create new album

= Wiew all libraries
= Create new library

* On any page, click File Manager on the primary navigation bar. Click the
corresponding link on the Secondary Navigation Bar for Images, Video, Audio, or
Documents. Alternatively you can click on the Images, Videos, Audio or
Documents images.

HOME UPLOAD FILES M¥ REMOTE DRIVE FILE MANAGER

| Images I Videao I Audio I Docurments I Shared Collections |

Viewing in Thumbnails and List Views

You can view items in thumbnails or list views on the Image or Video pages. By default,
theses pages are displayed in the thumbnail view. Audio and Document Folder pages
are available in a list view only. You can do the same actions in the thumbnail views as
the list views.

Note: If the access setting for an album or library is set to Private, then the Share button
and icon is hidden.

MTS Allstream assumes no responsibility or liability fo
damage, which may result from the connection of you
with this installation, you assume all risk of pers
provided by the vendor or manufacturer of your comp
All rights reserved.)
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Thumbnail View

For Image Albums and Video Libraries, the thumbnails view displays an Image
contained in the media collection. For Images, a part of the image is displayed. For

videos, a random frame in the video is displayed. To set the cover image, see Managing
Individual Images or Managing Individual Videos.

List View

The list view displays additional information, such as the Date Created, Date Updates,

and Access for albums and libraries, as well as Date Uploaded, Date Taken, Format and
Size for Images and videos.

i
. - Help  Logout
MTSallstrean Remote Drive service
l’ :o‘ Search your madia
HOME UPLOAD FILES MY REMOTE DRIVE
Images | widea | Audic’ | Decumants | Shared Collections |

Sample Images s

Album Description:

Alburn Access | Invitation Only %]

Sample Pictures [

Sort by: | Date Taken ¥ view Thumbnail

| Addimages | Shideshow | Share
Hame Actions Date uploaded  Date taken Format Size |
Sunset S ¥ ozsszotn N/ ipg 70 KE
st s E& " ¥ ozoszon s ina 82 KB
1-2 of 2 Images [ 1] Previous | | Hewt |
e

Contack Us Privacy And Legal Copyright @ 2010 Manitoba Telecom Services Inc All Rights Reserved,

To change the view:
For Image Albums or Video Libraries, do the following:

» Click View List to display all items in list view.

MTS Allstream assumes no responsibility or liability fo
damage, which may result from the connection of you
with this installation, you assume all risk of pers
provided by the vendor or manufacturer of your comp

All rights reserved.)

Click View Thumbnails to display all items in thumbnail view.

r any loss or damage, including personal injury or property
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Sorting Folders, Albums, Libraries, and Playlists

You can sort all items displayed on the Image Albums, Video Libraries, Audio Playlists,
or Document Folders page. For example, you can sort your image albums so that the
most recently updated album is listed first.

To sort folders, albums, libraries, and playlists:
On the Document Folders, Image Albums, Video Libraries, or Audio Playlists page,
select one of the following options in the Sort By Box:

» Date Updated - Sorts Album based on the date the item was last updated,
starting from the most recently updated item.

» Date Created - Sorts items based on creation date, starting from the most
recently created item.

» Name- Sorts items in alphabetical order based on name.

Sort by | Date Created l\f:i

Date Created

Marme

Sorting Documents, Images, Videos, and Audio

You can sort items in a particular folder, aloum, library, or playlist. For example, you can
sort your images in an album so that the most recently updated image is listed first.

To sort images and videos:
On the AlbumName or LibraryName page, select one of the following options in the Sort
By box:
» Date Uploaded - Sorts items based on the date the item was last uploaded,
starting from the most recently updated item.
» Date Taken - Sorts items based on creation date, starting from the most recent
item.
» Name- Sorts items in alphabetical order based on name.

Sort by [ Date Taken l\f:i

Date Uploaded
Marne

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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To sort Documents:
On the FolderName page, select one of the following options in the Sort By box:

» Date Uploaded - Sorts items based on the date the item was last uploaded,
starting from the most recently updated item.

» Date Modified - Sorts items based on modification date, starting from the most
recently modified item.

* Name- Sorts items in alphabetical order based on name.

To sort audio:
On the PlaylistName page, select one of the following options in the Sort By box:

» Name- Sorts items in alphabetical order based on the file name.

» Artist - Sorts items in alphabetical order based on the artist name.

» Album - Sorts items in alphabetical order based on the aloum name- any
unknown albums are at the top of the list.

» Duration - Sorts items based on duration, starting from the shortest audio file
duration.

Sort by: | Mame l‘f;

Marme

Alburm
Craration

Dynamically Editing Names and Descriptions

You can dynamically edit the name and description of a folder, album, library, or playlist,
as well as an image or video. To rename an audio or document, see Renaming Media
Components.

To edit a name:
1. Mouse over the name and click to select it.

Sample Images |«

2. Type the new name and click Save. The name is dynamically updated.

Sample Images || Save || Cancel |

To edit a description:
1. Mouse over the description and click to select it.
2. Type a new description and click Save. The description is dynamically updated.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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Renaming Media Components

You can rename a document, photo, video, or song and modify its description using the
Rename page. This method allows you to modify the name and description for songs
and documents, which cannot be done dynamically.

To rename a document, photo, video, or song:
1. On the List View on the DocumentName, AlboumName, LibraryName, or
PlaylistName page, click Rename, the pencil icon under Actions.

‘Hame

Actions Date uploaded Date modified Format

2010 Inventory _@?x_ 02z/08/2010 nz/08/2010  xls
Pricing o 4 0z/08/2010 0z/08/2010  xls
Praduct List 7K dz/08/2010 02/08/2010  xls
ttlepace & XK 0z/08/2010 oz/ogsz010  doc

Size
184 KB
40 KB
184 KB
24 KB

2. Onthe Rename page, modify the name and description, and then click Finish.

1\
- - Help  Logout
MTSallstrean Remote Drive service = _
V] & search your media.
HOME UPLOAD FILES MY REMOTE DRIVE
| tmagas | video | Audia | boeuments | shared collscions |

Rename Documents

Enter the name and description of your documents, Mandatory fields marked *
Document name: * (25 char. max)
|2010 Inventory

Document description: (250 char. max)

| Cancel  Finish

Contact Us Privacy And Legal Copyright @ 2010 Manitoba Telecom Services Inc All Rights Reserved,

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or
damage, which may result from the connection of you r computer to the Internet as discussed in this gui

with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M

All rights reserved.)

18

property
de. By proceeding

TS Allstream Inc.




Remote Drive Service

N
allstream. smail business :
\/ telecommunications User Guide

Specifying the Access Level as Private or Invitation Only

You can specify the access level for a particular folder, album, or library as Private or
Invitation Only. At any time, you can change the access level.

Invitation Only

Any items marked as Invitation Only can be shared with colleagues. When you want to
share a particular folder, album, or library, you can send them an email invitation that
contains a permission token embedded in a URL for direct access to the shared media
collection. Invited guests may share this link with other people for extended access,
however, if you do not want others to see the files, you must tell your guest not to
forward the link to others. Note that when you create new folders, albums, or libraries,
they are set to Invitation Only by default.

Note: For more information on sharing media with colleagues, see Sharing Media
Collections.

Private

Any items marked as Private are accessible to you only when you enter in your sign in
information. Other users are not able to access these items. If you wish to share a
Private item, change the access level to Invitation Only and send an invitation or copy it
back to your existing hard drive and then share it. Never give anyone else your
password.

Note: Playlists are always Private due to Digital Right Management issues.

To specify the access level:
On the FolderName, AlboumName, or LibraryName page, select Private or Invitation Only
in the Access box. This change occurs immediately without a confirmation message.

Folder Access: | Invitation Only lv;
Private

Note: To view a list of all media collections that are Invitation Only, go to the Shared
Collections page located on the Secondary Navigation Bar under the File Manager
heading. For more information, see Shared Collections.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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Viewing Related Albums and Libraries for Images and Videos

If you want to see which albums or libraries use a particular image or video, you can
view this information on the particular Video or Image page.

Help Logout

e A
@ MTSalistrezn Remote Drive service ™ ©

Irnages | Widea | Audia | Docurnents | Shared Collections |

Back to) Sample Album

Blue hillg '« Previous Hext
#Download piiew Full Size
b Rotate ¥ Prirt

bSet As Cover  BRemove

Image description:
Click to edit desciption, Ei

Related albums:
» sarmple Album

Original file name: Blus
hillz.jpg

Date taken: N/a

Time taken: MN/&

Date uploaded: 08/02/2010
Date modified: 02/02/2010
Image size (WxH pixels):
800x600

Camera Make: NfA

Camera Model: M/A

Size: 28,521bytes

Contact Us Copyright ® 2010 Manitoba Telecorn Services Inc all Rights Resarved,

Privacy And Legal

To view related albums or libraries:

1. Onthe Image Album or Video Libraries page, select the album/library that
contains the image/video that you want to view.
On the AlbumName/LibraryName page, click the name of the image/video.
On the ImageName/VideoName page, a list of “Related Albums” or “Related
Libraries” is displayed on the right. To delete an image/video from an
album/library, see Managing Individual Images or Managing Individual Videos.

2.
3.

Note: If you want to remove all instances of an image or video, you need to delete it
from My Remote Drive. For more information, see Deleting Content from My Remote
Drive.

MTS Allstream assumes no responsibility or liability fo
damage, which may result from the connection of you
with this installation, you assume all risk of pers
provided by the vendor or manufacturer of your comp
All rights reserved.)
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Document Folders
You can add any type of files to document folders, such as word processing documents,

spreadsheets, and tax files. If a document folder is set to Invitation Only, you can share
specific documents, or the entire document collection with colleagues.

Note: For information on the main pages for document folders, see Media Collection
Pages.

Creating Folders

If you haven't already added a folder, the Create Folders page opens when you access
the Document Folders page. In this instance, go to Step 3.

g 4 . - Help Logaut
\sd MTSallstrezn Remote Drive service
\

|4, Search your medis

HOME UPLOAD FILES MY REMOTE DRIVE FILE MANAGER

| Iriages | vidao | Audia | oeauments | shared Collactions |

Storage Use: 0.01GE

Document Folders

oGe 1068
sortby [Date Crastad V] Create Hew Folder
Hame Actions Date created Date updated Access
Sample Private Documents X + 08/02/2010 08/02/2010 E Private
Sample Documerts = X + 08/02/2010 08/02/2010 (2 Inwitation anly

1-2 of 2 document folders Previous Hext

Contact Us Privacy And Legal Copyright @ 2010 Manitoba Telecom Services Inc All Rights Reserved,

To create a document folder:
1. Onthe Home page, click the Documents button in the File Manager area.
2. On the Document Folders page, click Create New Folder.
3. On the Create Folder page, do the following:
a. Inthe Folder Name box, enter the name of the new folder.
b. Inthe Access box, select Private or Invitation Only. If you want to share
the folder with business contacts and partners, select Invitation Only.
You can change access levels at any time by opening the folder and
selecting the access type. For more information, see Specifying the
Access Level as Private or Invitation Only.
c. Inthe Folder Description box, specify a description for the folder
(optional).

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.

All rights reserved.)
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 MTSallstrea Remote Drive servi

Create Folder

Folder name: (25 char. max.) *
|Fo|der 1 |

: ‘ACCESS: =
f Invitation Qnly ]|

Folder description: {250 char. max.) || |

[ | Mext @

ContactUs  Privacy And Legal Copyright @ 2010 Manitobs Talecom Se

4. Click Next. The new folder is displayed in the Document Folders page.

Opening Folders

All your folders are listed on the Document Folders page.

To open a document folder:
1. On the Home page, click the Documents button in the File Manager area. For
more information on accessing the Document Folders page, see Accessing the
Main Pages.
2. On the Document Folders page, click the name of the folder that you want to
open.

Sorting Folders

You can sort your folders at any time by selecting Date Updated, Date Creates, or Name
in the Sort By box on the Document Folders page. For more information, see Sorting
Folders, Albums, Libraries, and Playlists.

Editing Folder Details

You can dynamically edit the name and description of a folder by pointing to the
name/description, clicking to select it, typing in the new information, and then clicking
Save. For more information, see Dynamically Editing Names and Descriptions.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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Deleting Folders

On the Document Folders page, you can delete a specific folder. However, the
documents in the deleted folder may still exist in the other folders. Also, those files are
still available in My Remote Drive, where you can easily add them again to another
folder. To delete documents from My Remote Drive, see Deleting Content from My
Remote Drive.

To delete a document folder:
On the Document Folders page, click Delete. In the confirmation box, click OK.

Changing Access Settings for Folders

You can change the access level for a document folder by selecting Private or Invitation
Only. This toggle will determine whether the folder can be shared or not. This change
occurs immediately without a confirmation message. For more information, see
Specifying the Access Level as Private or Invitation Only.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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Documents
You can add, edit, and download documents contained in folders.

Adding Documents to a Folder

When you add documents to a folder, you can upload new files to My Remote Drive and
then add them to the selected folder. Alternatively, you can add existing documents
directly from My Remote Drive.

Note: If you want to add documents to a new folder, you need to create the folder first.
For more information, see Creating Folders.

To add documents to a folder:

1. Onthe Document Folders page, click Add Items for the folder for which you want
to add documents. Alternatively, click Add Documents from the FolderName
page.

2. Onthe Add Documents page, select one of the following options:

» Documents From PC- Uploads new files from you PC to My Remote
Drive, and adds them to folder.

» Documents From My Remote Drive- Adds existing files from My Remote
Drive to the folder.

3. Click Next.

4. Follow the instructions provided. For more information:

» If you selected the Documents From PC option, see Uploading Files to
My Remote Drive.

» If you selected Documents From My Remote Drive, see Adding Items
from My Remote Drive to Media Collections.

Sorting Documents in a Folder

You can also sort documents in a particular folder by selecting Date Uploaded, Date
Modified, or Name in the Sort By box. For more information, see Sorting Documents,
Images, Videos, and Audio.

Managing Documents in a Folder

On the FolderName page, you can download, rename, and remove documents from the
folder.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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To manage documents in a folder:
On the FolderName page, click one of the following icons:

» Download =8 Opens a File Download dialog box that prompts you to
download the file.

« Renameé¢ - Opens the Documents page, where you can rename the file
and add/modify the corresponding description. For more information, see
Renaming Media Components.

* Remove X Opens a confirmation popup window that prompts you to
confirm removal of the document from the folder. The file may still exist in
other folders. Also, the original file is still available in My Remote Drive,
where you can easily add it again to another folder. To delete documents
from My Remote Drive, see Deleting Content from My Remote Drive.

Downloading and Opening Documents

You can download and open a particular document using a browser embedded
application or and appropriate software program.

To download and open a document:
On the FolderName page, click the document name. Alternatively, you can click the

Download icon (E).

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.

All rights reserved.)
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Image Albums

You can create Image Albums to store images of products, sales staff, etc. and view
albums in a slideshow. If an Image Album is set to Invitation Only, you can share the
image collection with colleagues if you choose.

Getting Started
If you want to share Images with colleagues, do the following:
1. Create the album- For more information, see Creating Albums.
2. Add Images to the album- For more information, see Adding Images to an
Album.
3. Share the album with business contacts and partners- For more information, see
Sharing with Email Invitations.

Creating Albums

If you haven’t already added an album, the Create Albums dialog box opens
automatically when you access the Image Albums page, in this instance, go to Step 3.

To create an Image Album:
1. On the Home page, click the Image button in the File Manager area.
2. Onthe Image Albums page, click Create New Album.

Create Hew Album

3. On the Create Albums page, do the following:

a. Inthe Album Name box, enter the name of the album.

b. Inthe Access box, select Private or Invitation Only. If you want to be able
to share the album with colleagues, select Invitation Only. You can
change the access level at any time by opening the album and selecting
the access type. For more information, see Specifying the Access Level
as Private or Invitation Only.

c. Inthe Album Description box, specify a description for the album
(optional).

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.

All rights reserved.)
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y - 4 . o rfIvVe cary " Help: Logout
MTSallstrean Remote Drive service ™
=) =
Create Album
‘Album name: {25 char. max.} *
Alburmn 1
; Access: _ -
f ]
| Album description: {250 char. max.)
Hext

4. Click Next. The new image album will be displayed on the Image Albums page.

Opening Albums
All your albums are listed on the Image Albums page.

To open an Image Album:
1. Onthe Home page, click the Image button in the File Manager area. For more
information on accessing the Image Albums page, see Accessing the Main
Pages.
2. On the Image Albums page, click the name of the album that you want to open.

Viewing Albums

On the Image Albums page, you can view your albums in a thumbnail, or by list view by
clicking List or View Thumbnails. For more information, see Viewing Thumbnails and
List Views.

Sorting Albums

You can sort your image albums at any time by selecting Date Updated, Date Created,
or Name in the Sort By box on the Image Albums page. The sort is particularly useful in
the list view. For more information, see Sorting Albums, Libraries, Playlists, and Folders.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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Editing Album Details

You can dynamically edit the name and description of an album by pointing to the
name/description, clicking to select it, typing in the new information, and then clicking
Save. For more information, see Dynamically Editing Names and Descriptions.

Deleting Albums

On the Image Albums page, you can delete a specific alboum. However, the images in
the deleted album may still exist in other albums. Also, those files are still available in
My Remote Drive, where you can easily add them again to another aloum. To delete
Images from My Remote Drive, see Deleting Content from My Remote Drive.

To delete an Image Album:
On the Image Albums page, click Delete (K)_ In the confirmation box, click OK.

Changing Access Settings for Albums

You can change the access level for an Image Album by selecting Private or Invitation
Only. This toggle will determine whether the album can be shared or not. This change
occurs immediately without a confirmation message. For more information, see
Specifying the Access Level as Private or Invitation Only.

Playing Albums in Slideshows

You can play a slideshow for a specific album to display all images in a separate
window.

To play a slideshow:
Do one of the following:

* On the Image Album page, click the Slideshow icon " for an album.
» Onthe AlbumName page, click the Slideshow button.

Sort by: Wiaw List Add Images slideshow Share

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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To control a slideshow:
To activate the slideshow controllers, click the inside of the slideshow to select it and do
any of the following:

» Click the backward (-) or forward (+) buttons to go to the previous or next image
in the slideshow.

» Click the corresponding image number to go directly to a particular image.

» Click |< to go to the beginning or >| to go to the end of the slideshow.

Click the pause/play button to stop or resume the slideshow.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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Images

You can add, view, edit, download, and print Images contained in image albums.
Images contain metadata that is displayed with each individual image.
Metadata includes the following information:

» Original File Name

» Date Taken

* Time Taken

» Date Uploaded

» Date Modified

* Image Size

e Camera Make

e Camera Model
This information can be viewed by rolling over the thumbnail on the AlbumName page,
or it can be viewed on the ImageName page for the individual image.

libarty

Original file name:liberty jpg
Date talcan:t/a

Time takeen:H/8

Date uploaded:05 0572002

Date modified:05 /05,2002

Image size{WxH pixels):170:112
Camera Make:rH/2

Camera Model:r/2

* Download B Print

Ik Remame IF Rermaove
Note: This metadata is stored in the EXIF tag that is automatically displayed if the image
file contains the information.

Adding Images to an Album

When you add images to an album, you can upload new files to My Remote Drive and
then to the selected album. Alternatively, you can add existing images directly from My
Remote Drive to an album you have created.

Note: If you want to add Images to a new album, you need to create the album first. For
more information, see Creating Albums.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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To add images to an album:
1. On the Image Albums page, click Add Images for the album for which you want
to add the images. Alternatively, click Images for the AlbumName page.
2. Onthe Add Images page, select one of the following options
* Images from PC- Uploads new Images from your PC to My Remote
Drive and then to the album
» Images From My Remote Drive- Adds existing Images from My Remote
Drive to the album
3. Click Next.
4. Follow the instructions provided. For more information:
» If you selected the Images From PC option, see Uploading Files to My
Remote Drive.
» If you selected Images From My Remote Drive, see Adding Items from
My Remote Drive to Media Collections.

Viewing Images in an Album

On the ImageName page, you can view your Images in a thumbnails or list view by
clicking View List or View Thumbnails. For more information, see Viewing Thumbnails
and List Views.

Sorting Images in an Album

You can also sort Images in a particular album by selecting Date Uploaded, Date Taken,
or Name in the Sort By box. For more information see, Sorting Documents, Images,
Videos, and Audio.

Managing Images in an Album

On the AlbumName page, you can download, print, rename, and remove an image from
an album.

liberty

Ik Download Ik Print
¥ Rename  F Remouve

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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Hame Actions Date uploaded Date taken Format Size
desert E& &3 ossosizoos MAA ipg 17 KB
liberty EE& 7  ososzoos /A ipg S KB

To manage Images in an album:
On the AlbumName page, click one of the following buttons:

» Download =h Opens a file download dialog box that prompts you to download
the image in the highest resolution available to the image.

. Print & Opens a preview page of the pictures chosen to be printed to your
computer’s default printer

« Renameé - Opens the Rename Images page, which allows you to rename the
image and modify the corresponding description. For more information, see
Renaming Media Components.

* Remove b & Opens a confirmation popup window that prompts you to confirm
removal of the image from the album. The image will still exist in other albums.
Also the original image file is still available in My Remote Drive where you can
easily add it again to another aloum. To delete Images from My Remote Drive,
see Deleting Content from My Remote Drive.

Managing Individual Images

On the ImageName page, you can rotate the image, set the image as the cover, and
view the image in full size. If the image has been added to another album, the
information is listed in the Related Albums area.

¥ Download iew Full Size
Ik Rotate I¥Print
IkSet Az Cover  [kRemove

You can also dynamically edit the name and description of an individual image by
pointing to the Name/Description, clicking to select it, typing in the new information, and
then clicking Save. For more information, see Dynamically Editing Names and
Descriptions.
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To manage a particular image:
1. Onthe AlbumName page, click the image name.
2. Do any of the following:
« Download - Opens a file download dialog box that prompts you to
download the image in the highest resolution available to the image.
* Rotate - Rotates the image 90 degrees in a clockwise direction.
e Set As Cover- Allows you to use the image for the cover of the album.
» View Full Size - Opens a new window that displays the image in full size.
* Remove- Opens a confirmation popup window that prompts you to
confirm removal of the image from the album. The image may still exist in
other albums. Also, the original image file is still available in My Remote
Drive, where you can easily add it again to another album. To delete
Images from My Remote Drive, see Deleting Content from My Remote
Drive.
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Video Libraries

You can add Videos to Video Libraries, which lets you organize, view, and download
video files. If a Video Library is set to Invitation Only, you can share the video collection
with colleagues.

Note: For information on the main pages for Video Libraries, see Media Collection
Pages.

Creating Video Libraries

If you haven't already added a library, the Create Libraries page opens when you access
the Video Libraries page. In this instance, go to Step 3.

To create a video library:
1. Onthe Home page, click the Video button in the File Manager area.
2. On the Video Libraries page, click Create New Library.
3. On the Create Libraries page, do the following:

* Inthe Library Name box, enter the name of the library.

* Inthe Access box, select Private or Invitation Only. If you want to share
the library with colleagues, select Invitation Only. You can change the
access level at any time by opening the library and selecting the access
type. For more information, see Specifying the Access Level as Private
or Invitation Only.

4. In the Library Description box, specify a description for the library (optional).
5. Click Create. The new video library is displayed on the Video Libraries page.

Opening Video Libraries

All your videos are listed on the Video Libraries page.

To open a Video Library:

On the Home page, click the Video button in the File Manager area. For more
information on accessing the Video Libraries page, see Accessing the Main Pages. On
the Video Libraries page, click the name of the library that you want to open.

Viewing Video Libraries

On the Video Libraries page, you can view your libraries in a thumbnails or list view by
clicking View List or View Thumbnails. For more information, see Viewing in Thumbnails
and List Views.
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Sorting Video Libraries

You can sort your Video Libraries at any time by selecting Date Updated, Date Created,
or Name in the Sort By box on the Video Libraries page. The sort is particularly useful in
list view. For more information, see Sorting Albums, Libraries, Playlists and Folders.

Editing Library Details

You can dynamically edit the name and description of a library by pointing to the
name/description, clicking to select it, typing in the new information, and then clicking
Save. For more information, see Dynamically Editing Names and Descriptions.

Deleting Video Libraries

On the Video Libraries page, you can delete a specific library. However, the videos in
the deleted library may exist in other libraries. Also, those files will still be available in
My Remote Drive, where you can easily add them again to another library. To delete
videos from My Remote Drive, see Deleting Content from My Remote Drive.

To delete a video library:
On the Video Libraries page, click Delete. In the confirmation box, click OK.

Changing Access Settings for Libraries

You can change the access level for a video library by selecting Private or Invitation
Only. This toggle will determine whether the library can be share or not. This change
occurs immediately without a confirmation message. For more information, see
Specifying the Access Level as Private or Invitation Only.
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Videos

You can add, edit, and download videos contained in libraries. You can also play your
videos in a browser embedded in the media player.

Adding Videos to a Library

When you add videos to a library, you can upload new files to the Remote Drive service
and then add them to the selected library. Alternatively, you can add existing videos
directly from My Remote Drive.

Note: If you want to add videos to a new library, you need to create the library first. For
more information, see Creating Video Libraries.

To add videos to a library:
1. On the Videos Library page, click Add Videos for the library for which you want to
add videos. Alternatively, click Add Videos from the LibraryName page.
2. On the Add Videos page, select one of the following options:
* Videos From PC- Uploads new videos from your PC, My Remote Drive,
and then to the library.
* Videos From My Remote Drive- Adds existing videos form My Remote
Drive to the library.
3. Click Next.
4. Follow the instructions provided. For more information:
» If you selected the Videos From PC option, see Uploading Files to My
Remote Drive.
» If you selected Videos From My Remote Drive, see Adding Items from
My Remote Drive to Media Collections.

Viewing Videos in a Library

On the LibraryName page, you can view your videos in a thumbnails or list view by
clicking View List or View Thumbnails. For more information, see Viewing in Thumbnails
and List Views.

Sorting Videos in a Library

You can also sort videos in a particular library by selecting Date Uploaded, Date Taken,
or Name in the Sort By box. For more information, see Sorting Documents, Images,
Videos, and Audio.

Managing Videos in a Library

On the LibraryName page, you can download, rename, and remove a video from the
library. If the video has been added to another library, information is listed in the Related
Libraries area.
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To manage videos in a library:
On the LibraryName page, click one of the following buttons:

» Download =8 Opens a file download dialog box that prompts you to download the
video.

.« Renameé - Opens the Rename Videos page where you can rename the video and
add/modify the corresponding description. For more information, see Renaming
Media Components.

. Remove X - Opens a confirmation popup window that prompts you to
confirm removal of the video from the library. The video may still exist in
other libraries. Also the original video file is still available in My Remote
Drive, where you can easily add it again to another library. To delete videos
from My Remote Drive, see Deleting Content from My Remote Drive.

Managing Individual Videos

On the LibraryName page, you can also download, set the video used for the cover and
remove the video from the library.

You can also dynamically edit the name and description of a video by pointing to the
name/description, clicking to select it, typing in the new information, and then clicking
Save. For more information, see Dynamically Editing Names and Descriptions.

To manage a particular video:
1. On the LibraryName page, click the video name.
2. Click any of the following:

» Download- Opens a file download dialog box that prompts you to
download the image in the highest resolution available to the image.

» Set As Cover- Lets you use the video for the cover of the library.

* Remove- Opens a confirmation popup window that prompts you to
confirm removal of the video from the library. The video will still exist in
other libraries. Also, the original video file is still available in My Remote
Drive, where you can easily add it again to another library. To delete
videos from My Remote Drive, see Deleting Content from My Remote
Drive.

Playing Videos
You can play a video in the browser embedded media player. The default viewer is
dependent on your local browser settings and default programs.

To play a video:
1. On the LibraryName page, click the name of the video you want to play.
Alternatively, click the video thumbnail.
2. In the file download window, save or open the file.
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Audio Playlists

You can create playlists of audio and store Audio files online for access from other
locations. Due to Digital Rights Management issues, you cannot share your playlists.

Note: For more information on the main pages for Audio, see Media Collections Pages.

Creating Playlists

If you haven’t already added a playlist, the Create Playlist page opens when you access
the Audio Playlist page, in this instance, go to Step 3.

To create an Audio Playlist:
1. Onthe Home page, click the Audio button in the File Manager area.
2. On the Audio Playlists page, click Create New Playlist.
3. On the Create Playlist page, do the following:
a. Inthe Playlist Name box, enter the name of the playlist.
b. In the Playlist Description box, specify a description for the playlist
(optional).

Note: Playlists are set to Private due to Digital Right Management issues.

4. Click Create. The new playlist is displayed on the Audio Playlists page.

Opening Playlists
All your playlists are listed on the Audio Playlists page.

To open an Audio Playlist:

On the Home page, click the Audio button in the File Manage area. For more
information on accessing the Audio Playlists page, see Accessing the Main Pages.
On the Audio Playlists page, click the name of the playlist that you want to open.

Sorting Playlists

You can sort your playlists at any time by selecting Date Updated, Date Created, or
Name in the Sort By box on the Audio Playlists page. For more information, see
Sorting Folders, Albums, Libraries, and Playlists.

Editing Playlist Details

You can dynamically edit the name and description of a playlist by pointing to the
Name/Description, clicking to select it, typing in the new information, and then clicking
Save. For more information, see Dynamically Editing Names and Descriptions.
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Deleting Playlists

On the Audio Playlists page, you can delete a specific playlist. However, the audio files
in the deleted playlist can still exist in other playlists. Also, those files are still available
in My Remote Drive, where you can easily add them again to another playlist.

To delete audio files from My Remote Drive, see Deleting Content from My Remote
Drive.

To delete an Audio playlist:
On the Audio Playlists page, click Delete. In the confirmation box, click OK.

Listening to Playlists

You can listen to a playlist in the default media player defined by the default program
settings on your PC. Your media player will generally include play, pause, rewind,
forward, volume, and skip track control. For more information, refer to the
documentation provided with your media player.

To listen to a playlist:
On the PlaylistName page, click Listen.
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Audio

You can add, edit, and download audio files contained in playlists. You can also play
your audio files in your default media player.

Adding Audio to a Playlist

When you add audio files to a playlist, you can upload new files to My Remote Drive and
then add then to the selected playlist. Alternatively, you can add existing audio files
directly from My Remote Drive.

Note: If you want to add Audio clips to a new playlist, you need to create the playlist first.
For more information, see Creating Playlists.

To add Audio to a playlist:
1. On the Audio Playlists page, click Add Items for the playlist for which you want to
add Audio clips. Alternatively, click Add Audio from the PlaylistName page.
2. On the Add Audio page, select one of the following options:
* Audio From PC- Uploads new audios from your PC to My Remote Drive,
and then to the playlist.
» Audio From My Remote Drive- Adds existing audios from My Remote
Drive to the playlist.
3. Click Next.
4. Follow the instructions provided. For more information:
If you selected the Audio From PC option, see Uploading Files to My Remote
Drive.

* If you selected Audio From My Remote Drive, see Adding Items from My Remote
Drive to Media Collections.

Sorting Audio in a Playlist

You can also sort Audio in a particular playlist by selecting Name, Artist, Album, or
Duration in the Sort By box. For more information, see Sorting Documents, Images,
Videos, and Audio.
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Managing Audio Files in a Playlist

On the PlaylistName page, you can download, rename, and remove a audio from the
playlist.

To manage Audio Files in a playlist:
1. On the PlaylistName page, click one of the following buttons:

» Download =h Opens a File Download dialog box that prompts you to
download the audio clip.

.« Renameé - Opens the Rename Audio page, where you can rename the
audio and add/modify the corresponding description. For more
information, see Renaming Media Components.

* Remove X Opens a confirmation popup window that prompts you to
confirm removal of the audio file from the playlist. The audio file may still
exist in other playlists. Also, the original Audio file is still available in My
Remote Drive, where you can easily add it again to another playlist. To
delete audio files from My Remote Drive, see Deleting Content from My
Remote Drive.

Listening to Audio Files

You can listen to a particular audio clip in the default media player defined by the default
program settings on your PC. The media player generally includes play, pause, rewind,
forward, volume, and skip track control. For more information, refer to the
documentation provided with your media player.

To listen to a audio:
On the PlaylistName page, click the audio file name.
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Sharing Media Collections

You can invite colleagues to view a particular document folder, image album, or video
library using personalized email invitations. You can send the invitation to multiple
recipients at a time.

You can view a list of all shared items on the Shared Collections page, where you can
remove the URL for a shared album, library, or folder at any time so that no one can
access that media collection.

Note: You can share a media collection only if it is set to Invitation Only. For more
information, see Specifying the Access Level as Private or Invitation Only.

Sharing with Email Invitations

You can invite colleagues to view an album, library, or folder when it is set to Invitation
Only. You can share content by sending a personalized email invitation that includes a
sample of the shared content.

To share an album, library, or folder using an emai | invitation:
1. Open the album, library, or folder you want to share. For more information, see
Accessing the Main Pages.
2. On the AlbumName, LibraryName, or FolderName page, click Share.
3. On the Share Invitation page, specify the email address for each recipient by
doing any of the following:

* Inthe “To” box, type the email address. If you want to add multiple
recipients, add a comma to separate the email addresses.

» Inthe Invite Contacts list, select one or more existing contacts. The
contact name is displayed in the “To” area. When you click Send, the
contacts listed will be included in the invitation. To remove a name, click
it. For more information on adding new contacts, see Contacts.

4. If you want to preview the email before sending it, click Preview to open a popup
window that displays the email contents.
5. Click Send Invite.
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Contacts

You can store email addresses for your business contacts and partners in a contact list,
which is then available to you when you create email invitations to shared content. In
this way, you can easily select a contact from your list without having to remember or
look up the email address.

You can also import contacts from a CSV file. For example, you can import an address
book from Microsoft Outlook into your contact list.

Adding and Modifying Contacts

You can add, modify, and delete email addresses in your contacts list.

To add, edit, or delete a contact:
1. Onthe Home page, click Contacts.
2. On the All Contacts page, do one of the following:
* Add a new contact - Click the Add New Contact button. On the Create
New Contact page, specify the name and email address of your contact
and then click Submit.
» Edit a Contact - Click the name of the contact you want to modify. On the
Edit Contact page, change the name and/or email address of your contact
and then click Save.
» Delete a Contact - Select the corresponding check box for the contact
and then click Delete. In the confirmation window click OK. You can use
Select All or Deselect All to select or clear all of the check boxes.

Viewing Contacts
You can view all your contact names and email addresses on the All Contact page.

To view contacts:
On the Home page, click Contacts.
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Importing Contacts

To import contacts, you first need to create a CSV file containing your contacts. For
Microsoft Outlook, convert your Outlook contacts file to a CSV file. For more
information, refer to the help information on the Import Contacts page.

To import contacts:

1. Onthe Home page, click Contacts.

2. On the All Contacts page, click Import Contacts.

3. On the Import Contacts page, click Browse. In the dialogue box that opens,
select the CSV file that contains your contacts and click Open.

4. Click the Import Contacts button. The contacts that are added to the All Contacts
page. If you receive an error messages when attempting to import your contacts,
you may need to edit your CSV file.
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My Remote Drive

The My Remote Drive page lets you upload and view your personal data for all devices
in a centralized repository. You can view all your uploaded Documents, Images, Videos,
and Audio and then share these files by sending email invitations to colleagues.

You can track your current storage use and see your total storage allowance using the
Storage Use Indicator. You can monitor your storage capacity and determine if you
need additional storage space from your service provider.

Storage Usze: 0,125GB

OGE SGE

Viewing Content in My Remote Drive

You can view all your online files on the My Remote Drive page. You can also filter the
list of files displayed in your folders based on whether it's a Document, Image, Video,
and Audio.

To filter the content:
On the My Remote Drive page, select Documents, Images, Videos, or Audio to display
all files of that type. If you want to show all content, select Show All.

Note: If you have The Remote Drive PC Client software installed, select the tab that
contains the content you want to filter.

Sharing Content from My Remote Drive

You can easily share content directly from My Remote Drive to colleagues. Alternatively
you can share content from the Documents, Images, and Videos pages available from
the File Manager page.

To Share from My Remote Drive:
1. Onthe My Remote Drive page, select one or more items to share and then click
Share from Remote Drive.
2. On the Share from Remote Drive popup window, confirm the media type, if
necessary. The default option selected for media type is dependent on the file
type of the selected files. Files of any format can be copied to Documents.

Note: You cannot share playlists due to Digital Right Management issues.
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3. Do the following:
* Add your selections to a new folder, album, or library by selecting the
corresponding option and specifying the name, adding a description
(optional), and selecting Invitation Only as access type.
» Add your selections to an existing folder, album, or library, by selecting an
existing media collection.
4. Click Next to go to the folder, album, or video page.
5. Click the Share button.
6. On the Share Invitation page, fill out the information and click Send. For more
information, see Step 3 in Sharing with Email Invitations.

Uploading Files to My Remote Drive

You can upload files to My Remote Drive and then add them to a media collection in the
following ways:

» Upload files using the web based upload tools that allows you to upload multiple
files at a time. Alternatively you can use a basic tool that lets you upload a few
files at a time. When you upload files using the upload tools, they are added to
your Web Uploads folder.

» Upload files using The Remote Drive PC Client software, which can automatically
add selected files. For more information, see The Remote Drive PC Client
software User Guide.

To upload files:

1. Click Upload Files on the Primary Navigation Bar.

2. On the Upload Files To Web Uploads page, click the web upload tool to activate
it.

3. On the Select Files page, click Select Files.

4. In the popup window, select the files you want to add and then click Open. You
can select multiple files by holding down the Ctrl key and selecting the files you
want to upload. The selected files are listed in the File Name column.

5. On the View Selected Files page, do the following:

* To add more files, click Select Files and repeat the previous step.

* Todelete a particular file from the upload list, click Remove.

» To delete all files from the upload list, click Clear List.

When you are finished selecting the files you want to upload, click Next.
On the Select Upload Destination page, do the following:

» Select the folder you want to upload.

» Click Create Folder to add a new folder. In the popup window, specify a
folder name and click Create.

8. Click Upload. A progress bar appears to show you the progress of the upload. A
confirmation message is displayed once the upload is complete.

9. On the Upload Files page, click Upload More if you want to add more files. If you
are finished, click Complete. All uploaded files are displayed on the My Remote

Drive page.

No
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Adding Items from My Remote Drive to Media Collections

When adding Documents to Folders, Images to Albums, Videos to Libraries, or Audio to
Playlists, you can select the File From My Remote Drive option if you want to add
existing files, directly from previously uploaded files. In this case, Add Files From My
Remote Drive page opens.

For more information, see Adding Documents to a Folder, Adding Images to an Album,
Adding Videos to a Library, or Adding Audio Files to a Playlist.

To add files from My Remote Drive:

1. Onthe Add Files From My Remote Drive page, select the files you want to add to
the folder, album, library, or playlist. You can Select All or Deselect All to select
or clear all files. You can also sort the file list by type, size and upload date.
Note: If you have The Remote Drive PC Client software installed, you can select
files that have been uploaded by those applications by selecting the
corresponding tab.

2. Click Finish to add the selected files.

Deleting Content from My Remote Drive
You can delete files that have been uploaded to My Remote Drive.

To delete content from My Remote Drive:
1. Onthe My Remote Drive page, select the file that you want to delete. You can
select and clear all files by clicking Select All or Deselect All.
2. Click Delete, a confirmation message appears warning that the selected file(s)
will be permanently deleted from the Web Uploads folder and will be removed
form any shared Media collections.

Note: Deletion is normally completed within 72 hours, however circumstances may
arise that cause permanent deletion to occur on a different timeframe than targeted.

| Shaow All L‘:; Select All | Deselect 8ll | Delete Share From Remote Drive

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)

47




allistreaﬂ i by Remote Drive Service
. Sima usiness User Guide

V/ telecommunications

Shared Collections

You can view all folders, albums, and libraries that are set to Invitation Only on the
Shared Collections page. You can change any shared collection to Private if you no
longer want to be able to share it.

Finding Shared Media Collections
Your shared media collections are displayed on different tabs according to type.

To find a shared media collection:
1. On the File Manager page, click Shared Collections.
2. On the Shared Collections page, click one of the following tabs:
¢ Documents — Displays all document folders that are Invitation Only.
» Images — Displays all image albums that are Invitation Only.
* Video — Displays all video libraries that are Invitation Only.
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Note: You can click the name of the media collection to open it.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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Searching Shared Collections

You can search by name for a particular document, image, video, or media collection
that is listed in Shared Collections.

Q\ Search your media

To search by name:
1. Onthe Shared Collections page, enter the search term in the box provided at the

top and then click the Search button.
2. On the Search Results page, do the following:
e Start a new search by entering another search term and/or selection All,
Documents, Images, or Videos in the available drop down box. Click
Search to run the search again.
» Click the name of the item in the search results area to open it.

Changing Invitation Only to Private for Shared Collections

A shared media collection can be changed to Private so that it is no longer available for
sharing to colleagues. For mote information on access levels, see Specifying the
Access level as Private or Invitation Only.

To change a shared media collection to Private:

1. Onthe Shared Collections page, locate the folder, album, or library you want to
change from Invitation Only to Private. For more information, see Sending
Shared Media Collections.

2. For the media collection(s) you want to change, select the corresponding check
box in the Collection Name column, you can use the Select All and Deselect All
to select and clear check boxes.

3. Click Change to Private in the confirmation box, click OK.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.

All rights reserved.)
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Note: If you require any further assistance regardi  ng the Remote Drive
Service, please contact technical support at 1-877-  663-2791. After
selecting your language, choose option 4 to be dire cted to technical
support. Although Allstream Small Business technic al support does not
cover issues which may result from your desktop or hardware, we would
be happy to offer assistance with the Remote Drive service or any other
Allstream Small Business products or services.

User’'s Guide

For Casero Remote Drive software application
Version 2.5

DOC# DMS025-01P

September 2007

For more information about the software itself, please contact:

Casero Inc.

600-20 Toronto Street
Toronto, Ontario, Canada
M5C 2B8
info@casero.com

WWWw.casero.com
Casero Inc.

For more information about the Remote Drive service offered by MTS Allstream Inc. please see
www.allstream.com/smallbusiness or call 1-877-663-2791.

All contents except screenshots © MTS Allstream Inc. All rights reserved.

The MTS Allstream Remote Drive service is intended to act as a backup for your files. The files are
stored in a remote third party server within Canada and are accessible by you with your username and
password. MTS Allstream does not have direct access to your files as it only operates the service. MTS
Allstream has contractual arrangements in place with the third party housing the server to guard against
unauthorized use, access and disclosure of your files by the third party.

MTS Allstream assumes no responsibility or liability fo r any loss or damage, including personal injury or property
damage, which may result from the connection of you r computer to the Internet as discussed in this gui de. By proceeding
with this installation, you assume all risk of pers onal injury or property damage. Please consult the documentation
provided by the vendor or manufacturer of your comp uter to identify any impacts to your warranty. (© M TS Allstream Inc.
All rights reserved.)
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