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Introduction:
DocMoto has the ability to share files securely and simply with third parties.

This document is designed to illustrate to third parties how to use the DocMoto Secure Sharing
Portal.
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Receiving the share details

Third parties will receive the share details either via email or instant message.

Fig. Via Email

a0 e < =
Lucida Grande & 125 [l B U SRS = S E~) M~
Te:  Lee Ferrig~
Bloe
Subject: Docmoto Share: Alpha - External Access

Fram: L Ferms = lee lerns@chlsoltwang, com

Massage Size: 23 KB

Alpha - External Access has been shared with you from DocMoto and can be accessed by clicking on hitps: [ /chlB docmoto.com/share | HvWBcDOMFen 7

It will be valid until midnight on Tuesday, 31 January 2017 d———— (b)

-
https: ! (chl.docmoto.com/ share HyWWBCOOMFen 7 |
Best Regards

Lee Ferris

CHL Software

Tel: +44 (001242 225233

Web: www.chlsoftware.com
Emiail: lee, ferrismchlsoftware, com

6 docmoto

(a) Hyperlink for sharing portal.
(b) Expiration date of the share.

(a)

On receipt of the email — click on the hyperlink and the DocMoto Secure Sharing Portal will open
via the default web browser (Firefox, Safari, Chrome, etc). Please refer to DocMoto Secure Sharing
Portal.

CHL Software
www.docmoto.com



Fig. Via Instant Message

Note: This example illustrates receiving the share details via an instant message through the
application “Slack”. Of course, it is possible to use other message services such as Apple's Message
service, Yamma, etc.

& Slack File Edit View History Window Help

Slack - Sales

fpmiect_alpha & (B || Qsear @ %

W &1 %0 Addato

# project_alpha

#project_alpha
You created this channel today. This is the very beginning of the
+ Ivite people fproject_alpha channel.

& Set a purpose t Add an app or custom integration

& Invite others to this channe

(a)

Today

' lee i

lee
i https: /chl8. docmoto.com/share/ HyWEcOOMFen7

On receipt of the instant message — click on the hyperlink and the DocMoto Secure Sharing Portal
will open via the default web browser (Firefox, Safari, Chrome, etc). Please refer to DocMoto Secure
Sharing Portal.
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DocMoto Secure Sharing Portal
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DocMoto Sharing Portad

Copyvight & 2016 CHL Sobware
Waw 00SMON0 Goem

The DocMoto Secure Sharing Portal will be presented within the default web browser as shown
above.

(a) https — secure channel ensuring 256-bit encryption on all communications.
(b) Password — authentication method.

| e
L L [/ @ DocMoto Sharing - Login @ = | 4+
D & | hittps:jjchls docmoto comyshare/HyWEcOOMFen?
chlB.docmoto.com 3
Secure Connection ( )

Note: Whether authentication is required by the third party is set by the originator of the share.
If authentication is required - insert the password supplied and select the “Login” button.

The next section details the available functions.
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Welcome Screen
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Welcome to the DocMoto sharing portal.
Sharing fokder - Alpha - External Acoess. D ————— (a)

This share will bs available urdl midnight on Tussday January 31st 2007,

Alpha - External Access

Hama ‘Version Size Cheschoesd b Oin Chacked In By Commerit
Doz Mot Admin Guide pdl 18 MB Today, 165064 e Diochiotn Guides
Diocioto User Guide pof 1818 KB Today, 16:48:53 ke DochMiohs Guides
|+ Add How Fles
—
(b) (9]

(a) Welcome Message - sharing details such as name of the share and expiration date.
(b) Function Toolbar — the functions available will depend on the originator of the share.
(c) Contents — the content of the folder being shared (in this example two pdf guides).

Adding a New File

1. Select the “Add New Files” menu option. A dialog is presented to enable the user to
choose a file as shown below.

Add Files

Choosa Fleis)

2. Select the “Choose File(s)” button. A dialog is presented to enable the user to browse
anywhere on their computer (local or network) to locate the file(s) to upload. The look of the
dialog will be dependent on the operating system — i.e. a “Finder” type dialog on MacOS or

CHL Software
www.docmoto.com



an “Explorer” type dialog on Windows. In this example a “Finder” type window as shown
below.

Duee Docs A

T Cropbax et
2 e Denalrs Q1 A Docu . samem Sysem pages
o
5 KA0g D CH. Sike Protos
#¢ Appicaticos » I Cow Logel
E Deskion DocumentiMgt procuss od!

Hncior Latier Socx
3 Documents LemarkA)OScant 3t

o Downioads Paeudo Apglicetion decx
B Movies Pesudo Coreract doox

Peaudo Aing dots
I3 wusic Poaido Letier dots
R Metues Posudo Reguas! docs

2 tocterris
Dwncas W Sample Doc 3 doc
0 Remone Dise € Sampw Doc 4 docx
€ Sample Doc 6docs
B tov'sTime.. =

Hdo extension

3. Select the file(s) to upload and subsequently the “Open” button.
4. Add any comments prior to upload and select the “Add” button to confirm. As shown
below.

Add Files

Commeni
| This is an eampi of acdding S

. m

5. The “Add Files” dialog will disappear once the upload is successful with any comments
applied. As shown below (files highlighted in green box).
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docmoto

Welcome to the DocMoto sharing portal.
Sranng foider - AMgha - Exiemnal Accoss.
This sharg will B avaiabds untl manight on Tussday January Jet 2017,

Alpha - Extemal ACcess

Hame Version Size Checked In O ‘Cheoked In By Comment
Chocfdiobo Admin Gukdn pd 1B MB Tue Jan 3 16:5084 3017 ) Dookoio Guides
Dot Lisiar Cuicks. pal 183.9 KB T Jan 3 168053 21T i Duchioio Quickes
F| Ackd By Filaa
N Sarmiphs Do 1,05 M7 EB Tid Jan 3178130 217 e Thid B a ascimipls of adding fkes
b | Sample Doc Jdocx 24.7 Kb Tue Jan 3174126 2017 Ise Thiz i o example of adding filss

View in Browser

Some file types can be viewed in a web browser such as pdfs or images. Some files such as MS
Office documents require a plugin. To view a file in the browser:

1. Select the file(s) to view — check box to the left of the file.
2. Select the “View in Browser” menu option.

If the file type can be viewed in the browser the DocMoto Secure Sharing portal will open a new

tab displaying the file. If the file can NOT be viewed in the browser, the file will be downloaded to
the default download area as designated by the browser.

Download
To download a file:

1. Select the file(s) to download — check box to the left of the file.
2. Select the “Download” menu option.

The browser will download the file(s) to the default download area as designated by the browser.
Details

The DocMoto system tracks all transactions and creates audit data against each file stored in the
system. To check a files details:

1. Select the file — check box to the left of the file.
2. Select the “Details” menu option.
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History

The DocMoto system includes version control ensuring all files are versioned after
edits/amendments. To check a files history:

1. Select the file — check box to the left of the file.
2. Select the “History” menu option.

Upload New Version

Leading on from the “History” section above, if permission is given, third parties can upload new
versions to an existing document in the Secure Share Portal. To upload a new version:

1. Select the file to revise — check box to the left of the file.
2. Select the “Upload New Version” menu option.
3. Adialog is presented to enable the user to choose a file as shown below.

Check In

4. Select the “Select File” button. A dialog is presented to enable the user to browse anywhere
on their computer to locate the file(s) to upload. The look of the dialog will be dependent on
the operating system — i.e. a “Finder” type dialog on MacOS or an “Explorer” type dialog
on Windows. In this example a “Finder” type window as shown below.

Note: DocMoto can revise a file stored in the system with a file with a different name to the
original.
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5. Select the file to revise and subsequently the “Open” button.
6. Add any comments prior to upload and select the “Check In” button to confirm. As shown
below.

Prmudo Letterdocx

Commerd
Exarnpin of revision oontrol

7. Select the “Check In” button to confirm.
8. The “Check In" dialog will disappear once the upload is successful with any comments
applied. As shown below (file highlighted in green box).

CHL Software
www.docmoto.com



docmoto

Welcome to the DocMoto sharing portal.
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