MANAGE A BUSINESS GROUP

Wuala recommends that the administrator for your Business storage follows all instructions to create and
manage your Company on Wuala.

There are three ways to access the Manage Group window:

« Select File > Manage Group...
= Right click on the Business Group Name to choose Manage Group....

| Add - ¥ Members of 'CloudGroup-01' (1)

> ol Davidadmin
4 | CloudCentre
2 CloudGroup-01
2 Groups

Invite Members ]
Leave Group

Delete Group...

Add Folder... Ctrl+5hift+M
Upload Files...

Add to Favorites r

Copy Link Ctrl+Shift+C
Paste to 'CloudGroup-01' Ctrl+Shift+V

0 DR HXw

Manage Group...

Manage Company..
& Add Business Group...
@[t 0B/ 4+ 0B/s Properties... )

= Click the Manage Group icon (wrench) within the Manage Company settings (Group tab).
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The Manage Group window includes three tabs that allow the administrator to manage access rights and
storage for a specific Business Group.

Manage the group "CloudGroup-01*
Only group administrators can change these settings.

Roles | Access I Storage

Role:  Member

Invite new members

[¥] Add and delete any item

Role:  Moderator

[¥] Invite new members
Add and delete any item

Rolet  Administrator

Role Administrator has full access, including the right te change the settings.

Default Role for new Members: @ Member () Moderator

[ ok || concel

= Roles
= Access
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ROLES

Review and adjust the definitions of roles assigned to Members of the Wuala Business storage. The default
defintions are:

Member Moderator Administrator

Read/Write Access Yes Yes Yes
Invite New Members | No Yes Yes
Adjust Group Settings | No No Yes

The administrator can adjust Role default settings.

«» Edit the names of the Roles to match your business. For example, Member to Intern, Moderator to Writer, and
Administrator to Chief. See the image below:

H

Manage the group "CloudGroup-01°
Only greup administrators can change these settings.

Roles | Access | Storage

Role: Intern

[ Invite new members
[¥] Add and delete any iterm

Role:  Writer

[¥] Invite new members
Add and delete any item

Role: Chief

Role Adrministrator has full access, including the right to change the settings,

Default Role for new Members: @ Member () Moderator

[ ok || cancel

= Select or deselect permissions for one or more Roles. For example, give Members the right to Invite new
members by checking the box.
» Reassign the Default Role for new members from Member to Moderator.
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Default Role for new Members: ) Member @ Moderator

ACCESS

H

Manage the group 'CloudGroup-01'
Only greup administrators can change these settings.

Roles | Access | Storage

Web access through secret weblink:

| | &

(@ The weblink grants access to files

The weblink grants access to files and membership to the group

[ ok ][ cancel

Give clients and colleagues access to files stored in the Business Group:
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1. Check the box next to Web access through secret weblink:
2. Select the appropriate radio button. You can send a link that will:
= Grant access to files.

Manage the group "CloudGroup-01°
Only group administrators can change these settings.

Access | Storage

Web access through secret weblink:
https://www.wuala.com,/Cloud Group-01/Tkey=>5kcmfmbwWISW &

@ The weblink grants access to files

() The weblink grants access to files and membership te the group

[ ok || cancel

» Grant access to files and membership to the Business Group. Wuala recommends using this option only
with someone who has a personal Wuala account (see Access to files and membership to the Business

Group).

Manage the group "CloudGroup-01'
Only greup administraters can change these settings.

Access | Storage

Web access through secret weblink:
https://www.wuala.com/Cloud Group-01/7key=5SkemfrabwWI3W i

() The weblink grants access to files
The weblink grants access to files and membership to the group

[ ok |[ cancel
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3. Click OK. Note: You must accept the link by selecting OK.
4. Right click on the Business Group to select Copy Link.

<) a ==
¥ Files in 'CloudGroup-01' (1)

i dib Davidadmin
4 gl CloudCentre -
| & 2 CloudGroup-01
; 1 Groups

Invite Members 3

Leave Group
Delete Group...

Add Folder... Ctrl+Shift+M
Upload Files...

> DR Ek

Add to Favorites 4

Copy Link Ctrl+Shift+C
Paste to 'CloudGroup-01' Ctrl+Shift+V

@

Manage Group...

Manage Company...
X Add Business Group...
Properties...

5. Paste the link to an email meant for your client, colleague, or collaborator.
6. The recipient will have access to all the files in your Business Group.

Personalize Your Weblink

To personalize your secret weblink:

1. Select the pencil icon.

Manage a Business Group
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2. In the Key field, type the key word you wish to use for your weblink. In the example below the administrator
has used the name of the company.

m

Weblink:  https:/fwww.wuala.com/CloudGroup-01/?key=CloudCentre

Key: CloudCentre

The group will be accessible to anyone knowing the secret weblink.

@ Learn morg» E OK ; Cancel

3. The weblink will reflect your revisions.

Manage a Business Group
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u Manage Group E

Manage the group "CloudGroup-01'
Only group administraters can change these settings.

|Roi5 | Access |Stmage|

Web access through secret weblink:

https://www.wuala.com/CloudGroup-01/Tkey=CloudCentre &7
() The weblink grants access to files

(@ The weblink grants access to files and membership to the group

ok || cancel |

4. Click OK. Note: You must accept the link by selecting OK.
5. Right click on the Business Group to select Copy Link.

) a B=
¥ Files in 'CloudGroup-01' (1)

i di Davidadmin
4 ﬂ(hud('.enlre -

> & CloudGroup-01

Invite Members »

& Groups Leave Group

Delete Group...

Add Folder... Ctrl+Shift+M
Upload Files...

x DR HEk

Add to Favorites 3

Copy Link Ctrl+Shift+C
Paste to 'CloudGroup-01' Ctrl+ Shift+V

¥ |

Manage Group...

Manage Company...
& Add Business Group...

Properties...

6. Paste the link to an email meant for your client, colleague, or collaborator.
7. The recipient will have access to all the files in your Business Group.

Access to files and membership to the Business Group

By selecting the option to grant membership to your Business Group, the recipient can both enjoy the Business
Group files as well as collaborate with your team. To use this option in the Access tab, Wuala recommends that

Manage a Business Group
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recipients:

= Already have a personal Wuala account.
= Follow the directions below.

Steps to join the Wuala Business Group using a Weblink

Important note for Mac users: Java must be enabled on your computer.

The recipient of the Wuala weblink must follow the steps below in the exact order:

1. Log onto Wuala using a personal account
2. Open the email with the weblink and click on it to launch your default internet browser.
3. Click on the Open in Wuala button on the top right of the browser.

4. The Wuala website will open and search for Java on your computer. You may receive a message asking if you
wish to run Java. Allow Java to run if you wish to continue.

2 Java(TM) needs your permission to run. [ Run this timel lA\way; run on this sitej Leam mor¢
@ EUCE Home Features Security F
Wy

Web Access

Wal
You can run Wuala directly from the web. No or i i quired. Just click START to on
access your files wherever you go - at the university, from an Internet café or at work.

3,5 Checking for Java ... 10s

5. An option to Join the Business Group will be available within Wuala.
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2 Java(TM) needs your permission to run. | Run this umel ‘ Always run on this site Learn more

LACIE
@lﬂ Home Features Security F

Web Access =

War
You can run Wuala directly from the web. No download or installation required. Just click START to an
access your files wherever you go - at the university, from an Internet café or at work.

%+ Checking for Java ... 10s

STORAGE

Manage the group "CloudGroup-01"
Only group administraters can change these settings.
Roles | A:cela] Storage
Storage Usage
[ 0% used (0 B of 100 GB) | [etails]

Members: 1 of 5 used
Subscription

Mo current subscriptions found.

One-Time Purchases
Date Expiration Code Storage Users
Nov14, 2012 Dec 14, 2012 KHBP-JAQN-Z3YY-MEST 100 GB 5

This tab provides a quick summary of the:

» Total members of the Business Group
» Wuala Subscriptions
« Percentage of company storage used
» One-time purchases

Note on One-time purchases: Codes acquired from Wuala for secure cloud storage capacity, Business
Groups, and Members. All codes associated with your Wuala Business storage will be listed here. Dates of
purchase and expiration are available for reference.

Click Details in the Storage tab to review the storage capacity used by this and other Business Groups

Manage a Business Group
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associated with your Wuala Business storage. Administrators for each Business Group are also listed.

O storage Overvew for CloudCentie ==

See how your storage is used
The company 'CloudCentre’ owns 100 GB of storage, which is shared among 1 group. Each group

can have up to 5 members.

Group Admins Members Used 5torage
CloudGroup-01 Davidadmin 1/5 0B
Total storage: 0 B/100 GB
@ Learn mores

Manage a Business Group
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