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Work’s about to get smarter

We have one goal — to give you a simpler, faster way to work on documents. We help you work outside the office by providing you
with a secure space where you can connect to the documents you care about, the devices you use and the people you work with.

T Copy or #§ Sync ® Access Se Share

Work wherever you want by simply Documents in Workshare are When you’re ready to work with others,
adding your iManage documents to accessible online, on your desktop share your documents in Workshare.
Workshare. and on your mobile.



1 Copy

Copy workspaces, folders or files to Workshare

You can publish your iManage matters and files by copying them to Workshare and sharing as needed. Copying is a one-way
upload, meaning that if you make any changes in Workshare, those changes will not by synced back to iManage.

Copy to Workshare
----------- Add Shol‘tcuts"'%

Search Documents.,,
Send Link...

eeeee

Add to My Matters..
Add to My Favorites..

Properties

First, right-click a workspace,
folder or file and select
Copy to Workshare.

Choose people to copy these files to:

Type a name or email address, or click the arrow to choose people from a list.

-] [T

Your files will be copied to:

Elizabeth. Morris@mintons.com

(5  Change location

Change permissions

e ] (e

Next, click Change location to open the

Folder location dialog and choose a location:

Choose people to copy these files to:

Typea name or email address, or click the arrow to choose peaple from a list.

[ <] [Tadd

Elizabeth. Morris@mintons.com

@Ezﬂ-ellnﬂ-ris

Yourfiles will be sent to:
~ Folders > 37501.00004 - Project Sun

Change location

[¥] Check-out the files from iManage
[¥] Clean metadata @

To share your files, enter a name or email
address in the field provided and click
Add. To keep your files private, leave this

» To save to an existing Workshare folder,

select the folder and click OK. field blank.

The Copy to Workshare

dialog will open. : :

» To save to a new Workshare folder, either When you're ready to go, click Copy.
click Folders or select an existing folder,
then click Create new folder. Name your

folder. Click OK.

o If you want to share a workspace, you should copy it to Workshare. Syncing (see next page) is only available for folders and files.




O
f,; Sync
Send folders and files to Workshare

If you want to keep working on a folder or file, you should send it to Workshare. When you send a folder or file to Workshare,
you can sync changes (e.g. new versions or comments) back to iManage.

Right click a file or folder and To share your files, enter a name or email address and When you’re ready to go,
click Send to Workshare. click Add. To keep your files private, leave this field blank. click Send.

Choose people to send these files to:

Type a name or email address, or click the arrow to choose people from a list,

- Add

il:' Hizabeth Morris Elizabeth.Morris@mintons.com

Send to Workshare

Sync from hare
Stop syncil m Wy

Change permissions

Your files will be sent to:

) - Folders - 37591.00004 - Project Sunrise ~ Documents - Dra
Change location

[¥] Check-out the files from iManage
[#] Clean metadata @

0 By default:

Your files will be sent to a folder in Workshare with the same name as your folder in iManage. To put them
somewhere different, click Change location.

4 * Your files will be checked out of iManage. You can leave them checked in by deselecting the checkbox.
* Your files will be cleaned of metadata. You can leave the metadata in your files by deselecting the checkbox.




@ Access
Work on your files, wherever you are

Now that your files are in Workshare, they’re available from a browser, your desktop and your mobile.

¢ Online |_[J On your mobile .1 On your PC or Mac

» e

::::::

[}
You'll always have access to With the Workshare mobile app, you Your files are also available from the
Workshare from a browser. can collaborate on the go. Workshare desktop app on your
Simply go to my.workshare.com . . : computer. Click the system tray icon to
The IPad, iPhone and Android aPps easily access Workshare’s functionality.
are free for you and anyone you're

working with to download from
iTunes and Google Play.
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@ Access

See, download and manage your files in Workshare

In Workshare, you have immediate and secure access to your files.

Select a file to view it. Select the menu next to a file to
o download, update or delete it.
®
Draft documents
Add a description Members Settings
Home
- 37591.00004 - Project Sunrise I ments e —
—eo [ ]
o A=l - IE _
* You can upload more files and
o Share Purchase Agreement.docx @ = @ f |
Created by Elizabeth Morris - 43.98 KB Share to group Create SUb O ders aS needed

Groups

a Option Agreement.doc Copy link

Created by Elizabeth Morris - 133 KB
Download

@ MNew Shareholder's Agreement for Target.docx Add new version

Transact Created by Elizabeth Morris - 4253 KB
Copy

» FOLDER ACTIVITIES Cut

People Delete

To view all your Workshare content,

click Folders.
6 o Subfolders will only sync back to iManage if they have files in them.




Q Share
Add members to the Workshare folder

You can see a folder’'s members and add more at any time. Folder members are able to upload files, download files and add
other members according to the folder’s settings.

If you shared your iManage folder when you sent it to Workshare, those people will appear as members. If you kept your files
private, your folder will not have any members initially.

Draft documents Folder members
‘Add a description

© Add members

[} 37591.00004 - Project Sunrise Documents Draft documents

. ] jonas.herzhog@brite.com @ | &4 charlotte jones@northwindbank.com @ ‘
0| wostrecent + | | 7 Fing S & B3E

= | Share Purchase Agreement docx

Created by Elizabeth Morris - 43.98 KB

a : Option Agreement.doc
Created by Elizabeth Morris - 133 KB

[y New Shareholder's Agreement for Target.docx v
Created by Elizabeth Morris - 4253 KB

» FOLDER ACTIVITIES Work together

Get through work faster with the help of others

Click Members. To add members, enter their email addresses and click Add.

These people are now members, and an email invitation from
Workshare with a link to the folder will be sent to them.

7 o If you create a subfolder, it will inherit the parent folder's members by default. You can adjust
a subfolder's members so they are different from the parent folder's members.




o
Q Share

Share a link to the Workshare folder

Share link is a more personalized way to add members to a Workshare folder.

=26 0 1 L 83 - Draft dacuments on Workshare - Message (HTML) 7?7 EH - 0O %
Members  Settings & Share link FILE MESSAGE  INSERT ~ OPTIONS ~ FORMAT TEXT  REVIEW

Draft documents
Add a description

] | |
=1
Bl 37591.00004 - Project Sunrise Documents Draft documents Send ceo | |
Subject | Draft documents on Workshare |
=] Most Recent - | ‘TF”"“ cﬂ (’}j EEI SIENIS ENRE ENRE: ST SRS SRR -SRI SIS ERISE: RIS [ DI | RIS - SICEE SIS ” IR LTINS (2RI CANICE | SINS C BNIRY: TR T
@ |- Share Purchase Agreement.docx il
Created by Elizabeth Morris - 43.98 KB > | have shared Draft documents with you via Workshare.
x " Click here to access:
(] Option Agreement.doc https://my.workshare.com/#folders/64sCTSqF-FEB
Created by Elizabeth Morris - 133 KB
Thanks
gl New Shareholder's Agreement for Target.docx
Created by Elizabeth Morris - 42 53 KB
» FOLDER ACTIVITIES
First, click Share link. An email will open with a link to the folder in Workshare.

The email will come from you. You can add a personal
message before sending the email.

When an email recipient follows the link, they’ll be added
to your folder as a member.



Q Share
Modify the settings for your Workshare folder

In Workshare, you control what people can do with your documents and how they can be accessed by adjusting the folder’s settings.

Settings

Draft documents
Add a description

[ usethe same settings as the parent folder

NOTIFICATIONS

i 37591.00004 - Project Sunrise Documents Draft documents

Notify owner when a member first accessed the folder

[} Most Recent I ‘ Y Find ‘ﬁ 0’_—| E @ () ves @ No
ACCESS CONTROLS
Share Purchase Agreement.docx _
=] . ) justnow Members can add people - Does not apply fo admins
Created by Elizabeth Morris - 43 98 KB
() ves @ No

2 Option Agreement.doc Members need to log in o view the folder
B} justnow
Created by Elizabeth Morris - 133 KB > @ ves O no

@ |- New Shareholder's Agreement for Target docx [2] Folder Expiry date: None GMT+0 (London)
Created by Elizabeth Morris - 4253 KB Justnow ‘Members cant access this folder when the expiry date is reached.

FILE CONTROLS - Does not apply to admins.

> FOLDER ACTIVITIES

Wembers can dowinload fies
@ ves O no

Nembers can add and remove fles
O ves

Nembers can add new versions of s

@ ves

First, click Settings. Adjust the settings as needed and click Apply. The settings
will be applied to all members of the folder and to members
of subfolders inheriting the parent folder’s settings.

0 To determine whether a subfolder inherits the same settings as its parent folder, go to the subfolder and
click Settings. There will be an option called Use the same settings as the parent folder.




Q Share

Make comments and reviews in Workshare

When you’ve shared a folder, everyone can see the most recent file versions and people’s feedback in the document preview.
Simply click a document to preview it.

Go back to a previous version and its comments
or compare two versions to see what’s changed.

10

Share Purchase Agreement.docx

Download the file to work on it and upload the new version when it’s ready.
Folder members will be notified about the update.

Added Nov 26 2015 by Elizabeth Marris 4 2 5 O &=
THIS AGREEMENT is made the day of 2014
BETWEEN:

(1) PARTY ONE, INC. (a company incorporated under the laws of California, with company
number 1111111), whose registered office is situated at 1 Hollywood Boulevard, Los
Angeles, USA ("P17); and

(2) PARTY TWO PLC (a company incorporated under the laws of England and Wales, with
company number 12345678) of 2 Oxford Street, London ("P2").

RECITALS

(A) P1is to engage P2 to work on the Project on the terms set out in this Agreement.
THE PARTIES HEREBY AGREE as follows:

1. DEFINITIONS AND INTERPRETATION

11 In this Agreement, including the Recitals, the following words and expressions shall,
unless the context otherwise requires, have the following meanings respectively:

"Project” the big project the parties have been working on;
"Services” the services relating to the Project as set out in Schedule 1.

1.2 Words denoting the singular shall include the plural and vice versa, words denoting any
gender shall include every gender, and words denoting persons shall include

corporations and vice versa.

13 Any reference in this Agreement to any statute, statutory provision, delegated legislation,

= Download ~

- Comments Details

Add new version |
History

[7] Page 2

& Jonas Herzhog
Please update.

about 2 hours ago

H Reply Delete

Elizabeth Morris

Click here to type a comment

Comment

Click and drag on the page or use
the text box at the bottom to note
your suggestions and reviews.
Folder members will be notified
about your feedback.
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Sync files and folders to iIManage

For files that have been sent to Workshare, you can sync the changes from Workshare to iManage at any time. In iManage,
simply right-click the folder and select Sync from Workshare.

If new versions have been added to the files on Workshare, you’ll be asked whether you'd like to sync all the versions or just
the latest version to iManage. You'll also have the option to download any comments made on Workshare. If you download
comments, they’ll appear in new PDF files that you can access by going to a document’s related files in iManage.

WIS THO Warksnare

You have selected to sync 2 files

One or more of these files may have multiple new versions on Workshare,

What would you like to sync from Workshare?

(@ Latest version only

() All versions of all files

Include comments on files

| Sync | | Cancel

11 o Changes made in Workshare are never synced back to iManage automatically.
You have complete control over your content.
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Sync files and folders to Workshare

Whenever you add a new file or version to an iManage folder that you’ve already sent to Workshare, you'll be asked
if you want to send that new file or version to Workshare.

One or more of these files have already been sent to Workshare

The files are currently syncing to this folder

5 - Folders » 3759100004 - Project Sunrise ~ Documents > Draft documents

@ Update all the files to the existing folder.

() Send to a new folder and stop syncing with the existing folder.

The files will remain in the existing folder but will not be updated if changed in iManage.

Check-out the files frem iManage
| | Cancel

Next
Clean metadata i@

12 6 You can manually trigger this dialog by right-clicking your folder and selecting Send to Workshare.
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Stop syncing

At any time, you can end the connection between Workshare and iManage for sent files. Simply right-click the folder and select
Stop syncing from Workshare.

You'll have the option to update your iManage files one last time. You can also choose whether you'd like to delete the content
from Workshare.

Stop synchronizing this file/folder with Workshare?

Future changes in iManage will not be reflected in Workshare, Future changes in Workshare will not be
reflected in iManage.

Update iManage with files from Workshare before stop syncing

@ Update only with latest versions of files
() Update with all versions of files

Include comments on files

Delete this content from Workshare

You can still access these files in iManage. These files will only be deleted from Workshare.

Stop syncing | | Cancel

13
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View the folder history

A record of your folder’s synchronization and more can be found in the History tab in iManage and the FOLDER ACTIVITIES
in Workshare.

# Share Purchase Agreement - Version 3 ¥ FOLDER ACTIVITIES Show activities for: | All -
[ Profie | View | Versions | Related | History |

User Application Activity Date-Time Comments A  Elizabeth Morris removed Jonas Herzhog 3 minutes ago
ELIM QUTLOOK Release 02/12/2015 14:28:48 - in folder Draft documents

ELIM Workshare Delete 02/12/2015 14:28:47 Deleted from Workshare by Elizabeth Morris

ELIM OUTLOCK Checkout 02/12/2015 14:28:47 & Elizabeth Morris removed the folder 8 Draft documents 3 minutes ago
ELIM Workshare Synchronize 02/12/2015 14:28:47 Synced from Workshare on 02 Dec 2015 14:28 o in folder Draft documents

ELIM Workshare Modify 02/12/2015 14:17:09 Comments were made-02 Dec 2015 14:17

ELIM Workshare Modify 02/12/2015 09:10:34 Elizabeth Maorris added a new version - 02 Dec 2015 08:10 A Elizabeth Morris downloaded Share Purchase Agreement - Version 3.docx 4 minutes ago
ELIM QUTLOCK Create Version 02/12/2015 09:10:34 Created from version 1 d in folder Draft documents

o Jonas Herzhog commented on B | Share Purchase Agreement- Version 3.docx, page 1
“This looks good. Approved.”

3 Elizabeth Morris commented on Share Purchase Agreement - Version 3.docx, page 1
"Hi Jonas. Please take a look atthe amended agreement”
a Elizabeth Morris added a new version Share Purchase Agreement - Version 3.docx m

in folder Draft documents

Jonas Herzhog commented on Share Purchase Agreement - Version 2.doc, page 2

“Please update”

In the History tab in iManage, you can see when you In the FOLDER ACTIVITIES in Workshare, you can see when

created/modified/deleted a file in iManage. Once you’ve anyone added/removed a file or folder or added a new version
synced Workshare to iManage, you can also see when the in Workshare. You also have a record of which comments

file was created/modified/deleted in Workshare, and you can were made/deleted, which files were downloaded and which
see when you synced your content to iManage. people were added/removed from the folder in Workshare.

14
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Sync content between Workshare and your local drive

If your administrator has enabled local sync, you can use the Workshare folder to sync content between your local drive and

Workshare.

Your Workshare folder is
here on your computer.

The documents here sync

to Workshare. This means if

you add, update or delete a
file in either this folder or
Workshare, it will be added,
updated or deleted in the
other location too.

+~ 4 5 » Elizabeth Morris » Workshare » Folders

@ 37591.00004 - Project Sunrise
. 4914.48820 - Project Delta

= Move to Folders
i s

To add files, go to
your Workshare folder,
select Folders and
drag your files in.

® When a file or folder is
synced to Workshare, it
displays a green checkmark.

15

You can tell if your administrator’s enabled local sync by viewing the Workshare folder. If the folder shows Folders and
Groups, your admin has enabled local sync. If the folder's empty, your admin has not enabled local sync.




(? Find out more

16

¥ Knowledge base

For step-by-step instructions
to use these features, see

workshare.force.com/knowledgebase

¥ Technical support

If you have any questions,
email us at

support@workshare.com

Published April 2016



