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Platform User Guide - Open

Introduction

Thru is a secure file sharing and collaboration platform designed specifically for businesses.

It allows business users to easily share large files and collaborate securely with internal employees as well
as your customers and partners.

With Thru, you can access, manage, and send files or folders from a variety of applications (like Office 365,
Outlook, Salesforce etc.) anywhere, anytime and from any device.

#
enterpnsa -
&)

| (‘Z—I:"HI'II“. collabaratian platfarm

. @ ) — Th ru. CCP ._.. route optim ZitiGlil..E Th ru P\-"'l] [_ I
email - ~ | Thru. OptiSPEED™ |

8= Hir ]7 B

R —

ceskiop

Thru.:

L e —————————

Access and manage files with control

With Thru, you can easily access and manage your online content from any device.

You can choose to share content with any member of your Thru site by modifying access settings for each
of your folders.

Example 1: Access via your browser on the Web

Copyright Thru, Inc. 2002-2019 Page 7 of 414
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OlEbl el MNEW EMAIL  SENT EMAILS  FAVORITES SHARED LINKS

Thru.

Thru < El Clipboard «<§ Share & Add to Favorites

MFT/CCP / FOLDERS
FOLDERS ——
Details »
v COMPANY FOLDERS =
() Mame =
» HOME =] COMPANY FOLDERS
» DUTBOX g HOME
] OUTBOX

Example 2: Use Thru Mobile Apps to open and edit files from your iOS and Android devices.

4. COMPANY FOLD...  eee
E: FOLDERS/COMPANY FOLDERS
= Company A
|
:] —hmmmam:zam

= Company B

-___J 172172016 8:10 AM

D ~ - Company C
1/21/2016 8:10 AM

O = OUTBOX EMAIL ATT...
—J 9/19/2008 12:13 AM

User Guide - Open

Example 3: With the Thru Explorer desktop app, you can access your Thru files and folders directly from

your desktop without signing into your browser.

Copyright Thru, Inc. 2002-2019
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File Edit View Tools Help

xplorer - \FOLDERS

¢ Back - = -[&] @ (Y Folders

User Guide - Open

¥ Download 5 Upload -|EH -

e

Folder: |~ \FOLDERS

@ Folders x

E Thru Server (demo.thruinc.net)
=+ & My Files
(] OUTBOX
B SHARED FOLDERS

Sent Thru
E Last Search Results

o (3 il
My Files OUTBOX  SHARED
FOLDERS

You can get Thru Explorer when you download either of Thru’s email add-ins: Add-In for Outlook or the Add-

In for IBM Notes.

To download Thru Add-Ins, go here.

Example 4: Work within your mailbox with the Side Panel feature of Thru’s Add-In for Outlook.

Copyright Thru, Inc. 2002-2019
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Thru Side Panel v X
Thru

Sent ltems Your Files

'E: \ FOLDERS \
Sort by Name 4

i SHARED FOLDERS

Message Insert Options Format Text Review Help
Thru / /2; 2 \ v_ - Expiration Date 9
¢ i

30 days (04/11/2017) -

Send  Attach Private Request Requesta Thru
with Thru - Message Login Notification Help
Thru

Fromw
=1
To.. ‘
Send
Cc.. ‘
Bcc... ‘
Subject ‘

With the Side Panel, you can upload and download files to and from your Thru file system, send files to
team members, drag and drop Outlook emails, and more.

Copyright Thru, Inc. 2002-2019 Page 10 of 414
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Send large files securely to anyone

User Guide - Open

With Thru, you can send large files and folders securely from your desktop, web browsers, business

applications and email clients.

You also have the option to request recipients to login to download files, set an expiration date, and more to

increase security and policy-driven access.
To download Thru desktop apps and Add-Ins, go here.

Example 1: Send files from any web browser with the Thru Web app.

New Email

{ & o

Subject:
Prigrity

Mormal «

Expiration date: 04/1142017

Enter To email addresses
Enter Cc email addresses
Enter Bce email addresses
Enter messege subject
[# Notify me when a recipient collects files

[C] Request recipient login

Message

~
th
<
[
It
il
Ml
i

FontSizes ~ A ~ A~ B

lil
<
il

Example 2: Send email attachments of any size using Thru’s email client add-ins.

(Thru Add-In for Microsoft Outlook)

FILE MESSAGE IMSERT OPTIONS
g
TRY -

FORMAT TEXT REVIEW

™ Expiration Date

) 12/8/2016, Thu -
Send Attach Private Request = Reguesta
with Thru ~  Message Login  Motification

Attach Local Files

Attach Local Folder k Explore
1= Attach Online Files/Folders Attach by Name

Co.. | ]
Send
Subject

(Thru Add-In for IBM Notes)

Copyright Thru, Inc. 2002-2019
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Thru
Help

Thru
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Open v B [
) Discover Thru - Emails = | 4 Thru - Emails = % Untitled - New Distribution x
B M- -

SandThm|£| Display |

Expires: | Wed 07/22/2015 1& | (distribution expiration date)  Motify me when the file(s) have been collected [ RequestLogin

5

g ®

B E

Subject
From: Thru Administrator / demo.thruinc.net - 06/22/2015 07.05 PM

| I Public Message ] Private Message

Example 3: Protect your SharePoint documents by using the Thru Add-In for SharePoint.

Thru Demo # EDIT LINKS Search this site
s Thru Emai

Home Ton
Send

|de mouser@thruinc.com

Documents

Tasks Cco
Calendar
Site Contents
Beo
# EDIT LINKES
Subject: |
Attachment: |'>'har-:—d Documents,/Elank AICP Bid Form.xls, Shared Documents/Custom
Pricrity: Marmal iJ & Reguest message activity receipt
Message Expiration: /12015 EE [ Request Login
Public Message H Private Message

Copyright Thru, Inc. 2002-2019 Page 12 of 414
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Example 4: Send sales files securely by using Thru’s Add-In for Salesforce.

To add the Thru Add-In for Salesforce to your Salesforce account, contact your Thru Administrator.

¢

.
E‘@g ' Th I'l.[. Send Secure Message Get Thru

Heme Leads Opportunities #ccomnts R

Log In
Fri - Exparations 30,2075 -
L - To L Priornity M x|
Cc Haid
L B
Gantact Ow N el
Dirntt Pigaiing P
Reseler Piptineg Masiage Privcate Maksaps Sy —
Conscizand Fipting —
Capmin PO ¥ Contact Ink Ha @ BT Y 2 [EE E |E B | Feguiw = 1| Ap~ A~ -
s
=] ;ﬁﬂ_d_ !
reistied Berm
Attachments: 4
== v -
& Tosd Tesi
BTz Tt

Receive files from external users with Thru
Dropbox™

If you need to securely receive large files from users without a Thru account.

You can create a link to your Thru Dropbox and make it available from email signatures, web portals, and
anywhere that supports hyperlinks.

When users upload files to your Thru Dropbox, you receive an email notification letting you know that they
have dropped files in your Thru Dropbox folder.

To learn how to create a link to your Thru Dropbox, go here.

Copyright Thru, Inc. 2002-2019 Page 13 of 414
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Thru. Dropbox™

Language: 'I' v

Please enter (To) email address: (Please enter only one email Message Encrypted Message
address in To field)

To: *
ccC:

From: *
Subject:

Drop files here

Select files

) Files with the following extensions are not allowed: mkv.

Enter the code from the picture: Accept the statement and upload:

' \ This Thru Demo EFSS / MFT Site is intended for trial purposes *
-] < only. A statement of privacy and canfidentiality can be added
- I to file distributions that requires recipients of a download
link to read and acknowledge the message. These statements

ran he rustamived tn fit the enarific bnsiness Frnde nf

) I confirm | have read and accept the statement.

UPLOAD

Support Powered By Thru

To request removal of your information, click here

Use Thru on your mobile devices

Download Thru’s native mobile apps to access, manage and send files on-the-go. You can also access your
Thru site from any device via mobile web browsers.

Copyright Thru, Inc. 2002-2019 Page 14 of 414
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’

Thru for iPhone and iPad

105 6.0 and above

Download Here

Thru for Android

Android 3.0 and above

Download Here

Sync Thru folders to your desktop

User Guide - Open

You can sync Thru folders to your Windows desktop by using the Thru Desktop Sync app.

This is a great way to always have the most up-to-date files right on your desktop instead of manually

downloading them every time from the web.

To add Thru Desktop Sync to your desktop, contact your Thru Administrator.

Copyright Thru, Inc. 2002-2019
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Syncing...

Recently synchronized changes

Cemo Folder

* Added 14 minutes ago

My Dropbox
Added 14 minutes ago

My Documents

Added 14 minutes ago
View full list

Cpen Thru folder

Create and edit Office documents

With the Thru Add-In for Office 365, you can create and edit Office documents without leaving your Office
applications.

The add-in works with Microsoft Word, Excel and PowerPoint and allows you to edit documents that are
stored in Thru or create new files and save to Thru.

Copyright Thru, Inc. 2002-2019 Page 16 of 414



Platform

User Guide - Open

Save to Thru

Save to Thru

| Word Document (*.docx)

Docurnents will be saved to Thru folder:
- FOLDERS/HOME/jake.miller.abctechnology.com

Advanced

Browse
Thru

Open
@ Recent Documents

Thru. LT

@ Sites - Thru

Open from Thru

Open files from a Thru site

Open Thru

Copyright Thru, Inc. 2002-2019
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Thru Web User Guide

This Thru user guide describes and summarizes the use of Thru Web.

This document has been prepared solely for informational purposes and is being furnished for use by
customers.
Distribution of this document is limited to customers.

The Thru user guide and all information contained herein are of a confidential nature.

Each recipient will treat it in a confidential manner.

Such recipient will not, directly or indirectly, disclose or permit its agents, representatives, employees,
officers, directors or affiliates to disclose any such information, and such recipient will use the document and
any related information only to access the Thru service.

If either the recipient or the company elects not to pursue or continue with the Thru service, the recipient
must return this document and any other material relating to the Thru service and Thru, Inc., without
retaining any copies thereof.

The information contained herein is provided on a confidential basis and may not be reproduced in whole or
in part.

If you need more information regarding service, please contact:

Thru Support
support@thruinc.com
800.871.9316

© 2020 Thru, Inc. All rights reserved.
909 Lake Carolyn Parkway, Suite 750
Irving, Texas 75039

Phone 214.496.0100 « Fax 214.496.0102

Trademarks and Abbreviations
Thru, Inc. and the Thru logo are registered trademarks of Thru, Inc.

Other company or product names used in this manual are trademarks of those companies and may be
registered in certain jurisdictions.
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Getting Started with the Thru Web Portal

This chapter includes some of the basics for using Thru Web.

Logging In
Recovering Credentials

Select Lanquage

Logging In

Thru provides users with access to Thru services from web browsers.

To log into Thru via a web browser :

Navigate to your company’s Thru site. (e.g. company.thruinc.net).
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Thru. .

EFSS / MFT

Demo Site

Username

Forgot username

Password
Forgot password

& Remember my username

LOGIN

REQUEST ACCOUNT

Your Company secure file sharing portal powered by Thru. Use the Thru Dropbox or login to share files.

Upload files with Thru Dropbox™

File Exchange and Collaboration
@ Platform
GDPR Ready

To request removal of your information, click here

Support Powered by Thru

Type in your username and password, and then click Login.
To save your user name, select the Remember my Username check box.

Here is a short video overview of the Thru Web portal Login page.
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Forgot Password/Username

To retrieve your password, click Forgot Password.

A new window displays to input the email address used to create your account.

Forgot Password:

Enter your email address to receive Reset Password email.

Email Address:

SEND

Click Send to receive an email with further instructions on how to reset your password.

If you have a username instead of an mail address defined, you are able to retrieve your username via the

*Forgot Username*link.

A new window displays to input the email address used to create your account.
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Forgot Username:

Enter your email address to receive Forgot Username
email.

Email Address:

SEND

Type the email address used to set up the account and then click Send to receive an email with further
instructions to reset your username.

Here is a short video overview regarding resetting credentials.

Select Language

Thru’s multilingual support feature allows users to navigate Thru in their preferred language via a web
browser.

The language drop-down menu is accessed on the Thru web browsers user dashboard and is located by
finding the blue globe icon as shown.
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English

e B e
EReP L

de enerc T

Simply click on the globe icon and a list of supported languages appear in a drop-down menu.
The current languages supported by Thru include:

English, Simplified Chinese, Traditional Chinese, Italian, German, Dutch, Spanish, French, Russian
and Portuguese.

English ~/

English
Easrh L
(HTRENARNS
Italiano
Deutsch
Dutch (nl)
Espanol
French
Pycckuia

Portugués

Select a language from the list and the page will immediately be modified to the selected language.
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Nombre de usuario

Has olvidado el nombre de usuario

Contrasena
Has olvidado la contrasena

(J Recordar mi nombre de usuario

INICIAR SESION

SOLICITAR CUENTA

To switch back to the previous language, click again on the globe icon and choose another language.

Self-Service User Account Creation

Before a Thru web portal is created, Thru customers can choose to enable self-service account requests to
allow anyone to request an account on their portal.

This feature places a “Request Account” button on the sign-in page of the Thru web portal and lets
designated admins approve or reject incoming requests from an email notification.

* If you are a Thru Administrator and you would like the Request Account feature to be
enabled on your portal, please contact your Thru Account Manager.

If your company has this feature enabled, follow the steps below to learn how to use it:

1. Go to the sign-in page of the Thru portal and select Request Account. An account request form
opens.
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Username

Forgot username

Password

vord

) Remember my username

REQUEST ACCOUNT

2. The form requires the requester to fill out their contact information and enter a CAPTCHA code.
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Thru. Account Request

Please enter information in the following
fields

First Name +

Last Name #

E-mail *

Please confirm your e-mail

Company

Phone

Enter code from picture

e i Themm .
el L S B L
el DL L A NI

REQUEST ACCOUNT J CLOSE

Once the requester selects “Request Account”, a Thru Administrator or any members of the group called
ACCOUNTS APPROVAL will receive an email notification where they can choose to accept or reject the
request.

Dashboard and Navigation Menu

This section will explain all of the features of the Thru Dashboard and Navigation Menu.
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Once the user is logged in to the Thru Web, the follow dashboard will appear as shown below.

The main home page displays all information about the user’s web portal such as file activity, sent emails,
number of documents, file retention rules, etc.

The user’s interface is responsive to adjust to a laptop or any sized desktop monitor.
The interface is divided between the Folder Tree as shown on the left and the right display panel.

The two panels can be extended to the left or to the right as shown in the images below.

Thru., FoLDerRs NEWEMAIL SENTEMAILS FAVORITES CONTACTS MORE g;:;'d Example User ga m

File Sharing & Collaboration Site My Dashboard
Thru A You currently do not have alerts. Friday, June 15, 2018
FOLDERS My Files My Dropbox
—
HOME e 5.3 ME 2.4MB
example.user.thruinc.com il Bt
13 files Gifiles
Files
Folder
My Dropbox p
e My Sent Emails My Activity
1 live distributions ) Current Month Last Month
0 due to expire at midnight File Downloads 13 13 //
File Upload 13 0 -
Secure Messages 1 (1] e -—”’
Total 27 o

= Site Retention Rules 1 active rules Support
| Site Auss Definition sevevs. thruinc.com/s
| Inactivity Period (1 days) - Inactivity Period ring.comid

File Type Rule Definition Type
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TRru. FOLDERS NEWEMAIL SENTEMAILS FAVORITES (CONTACTS MORE st campevser B [EERd

My Dashboard

A You currently do not have alerts. Friday, June 15, 2018
_ My Files My Dropbox
_— B
h 6.3MB 44 MB
3 folders 0 folders
13 files 6 files
My Sent Emails My Activity
1 live distributions (‘h Current Monzh Last Month
0 due 1o expire at midnight ‘ﬂ " File Dewnloads 13 13
File Upload 13 0
Secure Messages 1 0
Total 27 0
=
"~
S : R =
- ite Retention Rules 1 active rules Support ®

- =
| Site Rule Definition wewnw. thruinc.com/support/ — e
L Inactivity Period (1 days) - Inactivity Period wwaw. thruine.com/downloads =

File Type Rule Definition Type

Navigation Menu

This section will explain how to use each category:

Folders

New Emails
Sent Emails
Favorites
Shared Links
Contacts
Notifications
Alerts

Clipboard

The Navigation Menu contains different options that help you manage your file and folder system as well as
contacts.

Thru. FOLDERS NEW EMAIL SENT EMAILS FAVORITES SHARED LINKS NOTIFICATIONS ALERTS CLIPBOARD

Folders — Access & Navigate Files and
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Folders

To access and navigate your files and folders in Thru, use the folder tree to the left of the screen to browse
your folder hierarchy and use the dashboard on the right to view the contents of folders.

Navigating the Folder Tree

Subtitle goes here
FOLDERS
» COMMON
» HOME
» OUTBOX

The folder tree in Thru web portal is positioned to the left of the screen.
The folder tree displays all folders in a user’s file system.
Above the tree is the name of the Thru site where the user is currently logged in.

The three folders located in the root of the file system are Common, Home, and Outbox.

Each is explained below :

Common — The folder where you upload files you wish to share with others.

These folders may be shared across all users in the company, or certain folders can be restricted to groups
or individuals, depending on administrator settings.

The name “Common” can also be changed by the site administrator.

Home — The folder that contains your personal data files.

These files are visible to the individual and their managers and administrators, but the user can share these
files by modifying the access rules under the access tab for any folder.

When an account is created, the administrator chooses whether or not a user will have a Home folder.

A Home folder is needed if the user wants to securely receive files via a personal Thru Dropbox.
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The My Dropbox subfolders are automatically created for users when a Home Folder is provisioned.

Outbox — This folder contains all the files that are sent using either Thru’'s add-in for Microsoft Outlook

Or when files are attached directly to a New Email message and that have not been uploaded to a location
in the file system

MNew Email Add from contacts
To: Enter To email addresses m
Cc Enter Cc email addresses
Bco: Enter Bcc email addresses
Subject: Enter messoge subject
Priority Normal v [« Notify me when a recipient collects files
Expiration date: 09/02/2018 [ Request recipient login

Message Private Message Attachments: (2 Files, 0 Folder) |

) Files with the following extensions are not allowed: mkv.

Drop files here

Select files
D Caolab_SpreadSheet.xlsx (8.33 KB) Completed
D Collaboration Doc.docx (902.52 KB) Completed

We then create a location for these type of files and store them under the user that uploaded them, by
year,month and day and lastly by email subject

OUTBOX

exampleuser.thruinc.com

v 2017-10
201801
26

To expand folders to reveal sub-folders within the folder tree:

1. Click on the arrows to the left of each folder. This will expand all sub-folders within that folder.
2. To hide sub-folders, click the arrow again to close up the folder
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Viewing Files and Folders in the Dashboard

To view the contents stored within folders, select a folder from the folder tree or click on the Folders section
from the top of the screen.

All files and folders within the file system will be displayed to the right of the folder tree in the user
dashboard.

To open folders from the dashboard:

1. Double-click on folders to open folders and view its contents.
2. Toreturn to previous folders, use the folder path that is above the file system and click on the name
of the folder you want to return to.

T
]
—
)
i

A1
LA

[
m
(i1}
v

MName &
B comvmon
B HowmE
-

OUTBOX

|+ |+ |+

B3/ FOLDERS / COMMON

O MName &
B Archive
- Clients

- Company A
- Company B
- Company C
B legal

|

Projects
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=] i,
1 4 cap
O A owr

| 3 reviT

New Emails

New simplified email sending workflow is implemented, users can navigate directly to Thru web mail via
New Email button, attach local files and send.

New Email Add from contacts
T Enter To email addresses m
Cc: Enter Cc email addresses
Bco Enter Bcc email oddresses
Subject: This meszage will self Destruct
Priority e s [# Motify me when a recipient collects files
Expiration date: 231002017
Private Message Attachments: (0 File, 0 Folder)

Font Sizes - A~ A~

I
I
w
~
h
Ic
I
il
il
(1]
[
-
i
il

See the section Sending Files for a detailed description of the functions
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Sent Emails — Viewing & Modifying Sent
Messages

To view or modify Thru messages that you have already sent with the Thru web application, go to Sent
Emails from the top menu.

Sent Emails contains all Thru emails that are sent using Thru Web, Thru Add-Ins, or any application that
uses the Thru file transfer system.

Sent Emails

S
Search Sent Thru a m

Only in messages sent from ff31 082017 to
09M10/2017
All i
n chris.david@abctechnology.com 08/10/2017
" New Software Update Expires in 31 days
ny jakesmith@abctechnology.com 05/10/2017
" Client Information Expires in 1 day
W exampleuser@thruinc.com 06/09/2017
upload file 1! Expired

By default, messages are sorted by the date sent and will contain the recipient’s email address, subject of
the message, when it was sent, and when the files expire.
If a message is already expired, it will be labeled “Expired” in red text.

Message Status Icons

There are three different symbols used to specify the download status of a Thru message. Below are the
definitions of each symbol:

v

If the files in a Thru message have been downloaded by the recipient, a green checkmark will be
displayed.
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X

If a message has expired before the recipient could download the files, a red X will be displayed.
When a message is expired, the recipients of the files are no longer able to download the files from that
distribution.

2
If the recipient has not yet downloaded the file(s) and the message is not expired yet, a question
mark will appear.

Extending the Message Expiration Date
To extend/modify the expiration date of a sent Thru message:

Select the message you want to edit > Click on the date next to “Expires” > Choose a new expiration
date on the calendar > Click Save.

Client Information

Ta: jake.smith@abctechnology.com
L none

Becc none

Sent: 09/10/2017

Spres (10102017 [ Eorenon | sove RCEEEIEERY
Tracking: October 2017 0
Priority: ns: Yes

Password: Su Mo Tu We Th Fr 5a QBN Yes
Email Massage | 5 Recipients
9| 10| 2 13| 14
22| 23| 24| 25|| 26| 27| 28

I

15
L
=
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Deleting and Expiring Sent Messages

Sent Emails

A
Delete J@ Expire now
Search Sent Thru a m

Only in messages sent from |01/08/2017 to
091072017
All ]
.? chris.david@abctechnology.com 09/1042017
" New Software Update Expires in 31 days

Deleting a message — Deleting a Thru message will cause the sent files to no longer be active (the links
will expire) and will also permanently remove the message from Sent Emails. To delete an email, check the
box to the left of the message and then select the Delete Distribution button.

Expiring a message — To immediately expire a Thru message, check the box next to a message and select
the Expire Selected Emails button.

Viewing Message Details

When an email is selected, the content of the email will be displayed on the right as shown below. This will
also display more intricate details of the sent emails such as the tracking number, notification and required
login settings, etc.

By navigating clicking on the Attachments or the Recipients tabs as shown below, the user has the ability to
remove attachments and recipients after an email has been sent.
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To: exampleuser@thruinc.com
Co none
Bce none
Lent: 09/10/2017
Expires: iEI'BI‘IHEEH? IR (Expires in 31 days)
Tracking: T478-012-72456-68352
Pricrity: Mormal Motifications: Yes
Password: Mo password Requires login: Yes
J Email Message Encrypted Message Attachments Redpients

Example Message

Favorites — Viewing Favorited Files & Folders

The Favorites folder stores your files and folders that you have added to your favorites for easy retrieval.
Files and folders are added to this section from the folder tree or from the Clipboard section.

Files and folders in this section may be downloaded, added to the Clipboard or Notifications, or sent in an
email.

To remove a file or folder from this section, click the checkbox next to the file or folder and then click the
Remove button found on the Favorites menu bar.

3 Download [lClipboard f Add to Notifications & Send 3 Remove

3/ FOLDERS / COMPANY FOLDERS N

Details tems 1-1 of 1
Lot Narme Size Modified

s 4 i 525:1?5’ COMPANY FOLDERS/ Marketing & Ad .y eting & Advertising 06/07/2016 10:18:02

Find out more about adding to Favorites in the Add Files/Folders To Favorites section of this Guide.

Contacts — Create & Manage

You can store contacts in Thru to make it easier and faster to send new Thru emails.

This is an address book of email addresses and email lists which can be used when emails are sent via
Thru web portal only.

Copyright Thru, Inc. 2002-2019 Page 36 of 414



Platform User Guide - Open

Each Thru user has own set of Contacts and Contact lists.

Note : In the Administration portal the Contacts section allows administrators to edit all Contacts of any Thru
user.

Contacts are not related to Thru users and cannot be included in Thru groups.

Thru user’'s may or may not be included in the Contacts. (they would need to be added to the list like any
other address)

Contacts can also be grouped into Contact lists, unrelated to Thru groups.
Outlook contacts are available when using Thru Add-In for Microsoft Outlook.

Al —ABCDEFGHIJKLMNOPQRSTUVWXY Z — Lists

First | Previous Page 1 of 1 Next | Last

A—

Favorites ( 1) [View] [Edit]

Contact/List Sort by: Last Name | Email | Company
Center Help [Edit]
support@thruinc.com, Thru Inc.

Favorites ( 1 contacts) [View] [Edit]
Frequently used contacts

Internal Thru Users ( 0 contacts) [View] [Edit]

Sliva Joao [Edit]
joao.sliva@thruinc.com

Support Support [Edit]
support@thruinc.com, Thru Inc.

First | Previous Page 1 of 1 Next | Last

Add new contact

To add new contacts to the contacts list, follow these instructions:

1. Click on Add Contact. The Add Contact window displays. Fields indicated with a red asterisk (*) are
required.

2. Type the contact information. There are three bullets at the top of the form that gives the option to keep
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the need contact private, share with a user’s groups, or share with all users on the system.

3. Click Add to add the contact your contact list.

Add Contact

® contact is not shared
contact is shared with your groups
contact is shared with all users

First Name:
Last Name:
Email:*
Company:
Department:
Job Title:
Address:
Address 2:
City:
State/Province:
Post Code:
Business Phone:
Fax Number:
Mobile Phone:

Alternate Phone:

Cancel

Add New List

User Guide - Open

Contact lists in Thru Web function like a standard distribution list used in email programs. You can add a

new list if you wish to email multiple recipients at the same time.

1. Click Add List. The Add List window displays.
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List Name*
® list is not shared
Description list is shared with your groups
list is shared with all users
Available Contacts Assigned Contacts

support@thruinc.com
Jjoaosliva@thruinc.com
support@thruinc.com

2. Type in the desired name for the list.

3. Type in the description (optional).

4. Select from one of the three choices:

“List is not shared” — You are the only one who will see this List in the Contacts folder.

“List is shared with your group” — Only users that are classified in the same group as you will have access to
this List.

“List is shared with all users” — All users can see your List.
5. Select the contacts you wish to add to your Contact List and then click Add.
Ctrl+Click to select multiple contacts

Click Submit Changes.

Shared Links

The Share Links tab in the Navigation menu takes you to a list of files that have been shared publicly or
privately via the Share function
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SENT EMAILS FAVORITES gsiglin=shRiI <9 NOTIFICATIONS ALERTS CLIPBOARD

Activate Deactivate

Link To: Link: Q

Created: From 02/10/2017 B 1 o09/10/2017 B protected: Al Y Active: Al v

Links per page: 50 0T Total matching links: 2 Page 1 of 1
B Link Tov Created Protected ink Active
o ,; gf;—gﬂ%ﬁ{g:‘fﬁ“lifhgﬁ?;ﬂ?lﬁfﬁ.sj:?hminocomf My Dropbox/ 09/10/2017 07:47 |Yes ..2LinkID=1G97HVGTSSFHI | Yes

|| |/ FOLDERS/ HOME/ exampleuser.thruinc.com,/ My Dropbox/ logo.gif 09/10/2017 07:46|No - LinkID=0RPYBVN10ZTYD|Yes

Shared link management, user and admin-level, right-click menu actions.

7 J/ FOLDERS/ HOME/ exampleuser.thruinc.com/ My Dropbox/
" |26151209794_64ab9c177a_k.ipg | 4 iiiaie

/ FOLDERS/ HOME/ exampleuserthruinc.| peactivate 0% logo.gif

Copy link
Copy HTML

Delete

Share links to files with and without protection.

Notifications — View & Modify Folder
Notifications

This section explains how to use the Notifications feature.

Notifications allows users to receive email notifications for multiple types of transactions that take place
within a selected folder.

This feature is ideal to use when a folder is being shared among multiple users so that you can know all the
changes that are being made to shared content.

NOTE: You can only set notifications for folders, not files.
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To learn how to set a folder to receive notifications, go to the Add to Notifications section of this user guide.

To modify the types of transactions you receive for a folder:

Click on the “Notifications” menu selection within the Thru Web Application

Select the folder that you want to modify (as shown below) and click the blue Modify button.
By default, a folder added to notifications will have all the transactions checked for notifications. Un-
check the transactions you don’t want receive email notifications for and click Save when completed.

Activate Deactivate X Remove

Path

[l | FOLDERS/HOME/exampleuser.thruinc.com/Important Files

FOLDERS / HOME / exampleuser.thruinc.com / Important Files

" Include subfolders

¢ All Transaction Types

Transaction Types

L L L L T L Y

Change File Owner
Created Folder
Deleted
Description Edit
External Download
External Upload
File Rename
Folder Rename

L L L T L

Internal Download
Internal Upload
Moved In

Moved Cut
Permission Edit
Quarantine
Restorad

Secure Message

Activating/Deactivating a Folder

Subfolders  Active

v v

If you want disable notifications for a folder and turn them on at a later time, you can Activate or Deactivate

a folder within Notifications.
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To deactivate a folder from receiving notifications:

1. Click the check box next to the folder you want to deactivate and select the Deactivate button that is
above your folders.

2. To know a folder has been deactivated, you will see a red X to the right of that folder below the Active
status.

To activate a folder to start receiving notifications:

1. Click the check box next to the folder you want to activate and click Activate above your folders.
2. You will know the folder is activated when there is a green check mark beneath the Active status.

Removing a Folder from Notifications
To remove a folder from the Notifications section:

1. Click the check box next to the folder you want to remove and select the Remove button that is above
your folders.
2. When Remove has been selected, the folder will no longer appear under Notifications.

Alerts

This view will show any alerts that the Retention system has generated.

You may also receive email reminders stating that you have alerts that need your attention.

Click on the Alerts option to view the alerts.



Platform

Mark as Reviewed

Date Created:

2|

2|

Il

2|

Il

2|

Il

2|

Il

A

2 N

Show All =

Subject

Thru Motification - Admin Retention Warning Alert (588 Files)
View Report

Thru Motification - Admin Retention Warning Alert (572 Files)
View Report

Thru Motification - Admin Retention Warning Alert (570 Files)
View Report

Thru Motification - Admin Retention Warning Alert (566 Files)
View Report

Thru Motification - Admin Retention Warning Alert (556 Files)
View Report

Thru Motification - Admin Retention Warning Alert (556 Files)
View Report

Thru Motification - User Retention Deletion Alert

View Report

Thru Motification - Admin Retention Warning Alert (556 Files)
View Report

Clipboard

Expires:

Created:

Expires:

Created:

Expires:

Created:

Expires:

Created:

Expires:

Created:

Expires:

Created:

Expires:

Created:

Expires:

Created:

User Guide - Open

=
T
=
LA
=
[#a]
(]
—+
Ca

1610/2017 M
0910/2017 MM

1510/20017 MM
CBM0/2017 1

1410/2017 ™M
07102007 MM

1210/20017 M
06/10/2017 M

121020017 MM
0510/20017 M

1110/2007 M
04/10/2017 M1

10/10/2017 08
021042017 08

1010/2017 MM
0210/2007 MM

The clipboard is the temporary holder for files that you are in process of moving within the Thru file system.

Files and folders in this section have the options of being Downloaded, Added to Favorites and

Notifications, or sent in an email.

To remove files and folders from the Clipboard, select the checkbox next to the file or folder and click the

Remove button found on the Clipboard’s menu bar.
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3 Download .iﬁ' Add to Favorites ,‘ Add to Notifications = Send X Remove

n_,- FOLDERS / HOME / exampleuser.thruinc.com
Details » items 1-3 of 3
= Path & Mame Size Modified
{ FOLDERS/ HOME/ exampleuser.th
I L ) P Colab_Spreadsheet.xlsx 8.3 KB 08/10/2017 13:45:51
ruinc.com
e [ FOLDERSf HOME/ | th
o X ; SRSMPIEEER  doudsdoo 161.7KB 09/10/2017 13:45:51
ruinc.com
@ [ FOLDERS/ HOME/S exampleuser.th )
= L e e Collaboration Doc.dock 334.1 KB 09/10/2017 13:45:52

Search Bar

The Search Bar allows users to quickly locate file(s) and folder(s) within Thru Web.

Advanced
Search

1. Type your search parameters.
2. Click Search. Perform searches of the files that you have within your Thru server.

You can also use Wild Card searches within this field.

Wildcard Search

A Wildcard is a special character that represents one or more characters. In Thru, the Wildcard character is
an asterisk (*)

Example:

- *.doc — would match everything that ends with .doc

- report* — would match everything that starts with report

- report*.doc — would match everything that starts with report and ends with .doc

- * report * — would match everything that contains report
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A phrase is multiple words enclosed in quotation marks (“). This is necessary for exact matching on multiple

words.

For example if you had a tag “apple juice”, in order to match that tag you would need to put quotes around
“apple juice” in the search. If you did not put quotes the search would match “apple” and “juice”, but not

“apple juice”.

Advanced Search

If your search involves advanced parameters, click Advanced Search where you can filter searches in Thru

Web based on file name, folder, user, date, etc.

Advanced Search

SeEreER: All FG:GEI’E.
¢ Recursive
Tag: Al =
Folder or File Name: 2|| ~
Description: All w
Include: ¥| Folders W Files
Date Modified: From To

Search Tips

User Drop-Down Menu

The user drop-down menu is located at the top right corner next to the Advanced Search button.

The menu is accessed by clicking on the button that displays the user’'s name.
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Admin _Thru ‘
Administration

The selections found in this drop-down menu are listed below.

Administration

[ ]
. .

This selection only appears if the user is an administrator or added to a group that is only accessible via the
administrator dashboard

Selecting Administration switches the application from the standard User mode and gives administrators
access to features such as Site Options, Group and User management, and much more.

My Profile

This selection displays a user’s account information where it may be modified when needed.
Any time a field is changed such as a username or email, the Save Details button must be clicked before
exiting the page or else all changes will be lost.

Below the account information, users may change their password at any time.
After changing the password, always remember to click Save Password or else the changes will be lost.
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My Profile
First Name: Example M |
Last Name: User m #
Email: exampleuser@thruinc.com -
Company: Thru Inc. S
Phone: -
Username: exampleuser@thruinc.com -
Role: Member
Password Guidelines:
Old Password: - N Password must have minimum length of 8
chars . o
RS Bl o
Confirm: ® |#

Save Password

LU Effective Retention Rule
* This user inherits site level retention rule (Fixed Period (30 days) - 30 Day Rule).

Help

Whenever users have questions about Thru Web features, this selection opens a window displaying general
instructions about each section of the Thru Web.
When in administration mode, the Help button will direct administrators to Thru’s Support and Sales teams.
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Sign Out

To sign out of a session, select Sign Out on the drop-down menu. This will terminate a session and direct
the user back to the login page.

Tools Menu

The Tools Menu lets you manage files and folders when navigating through the folder system. When
navigating anywhere in the folder tree, the toolbar shown below is always located above the files and folders
panel. This section will explain how to use each of these tools.

Send Sending Files
Download Downloading Files

Upload Uploading Files

Clipboard Moving and Copying Files/Folders

Share Sharing direct links to Folders or Files

Delete Deleting Files/Folders

Pausing File Uploads and Downloads

Add Folder Creating a Folder

Add to Favourites Add Files/Folders To Favorites
Add to Notifications Set Notifications for Folders

= Send } Download 1 Upload [ElClipboard < Share § Delete Add Folder .}k Add to Favorites .‘ Add to Notifications

Sending Files — Thru Web
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The Send button allows you to send files and folders located in the file system to recipients.

To send a file or folder, check the boxes next to the files or folders you wish to send, and click the Send
button.

New Email Add from contacts
send To: dresses %
Cc: S5ES
Bcc: t ESSES
Subject: This message will self Destruct
Pricrity Marmal = ¥ Maotify me when a recipient cellects files
Expiration date: 23/10/2017
Private Message Attachments: (O File, O Folder)
L — e — — . — 3 — —
FontSizes ~ A ~ A ~ B /7 & U E E S & = = & '=

Once you click on the Send button, the email form will appear.

1. Type in your recipients’ addresses in the TO: field or you can insert from Contacts if you have them
already stored.

2. CC:, BCC:, Subject, Message and Private Message fields are optional and can be left blank.

3. The Message field will be visible inside the email body and will not be sent with encryption.

4. Private Message content will be encrypted for delivery and will not be visible within the email body when
the message is received by the recipients.

Instead, the recipient will read the Private Message from a web page with SSL encryption.

5. Click on the calendar to select a date when you want the files to not be downloadable anymore.

The link that provides access to the files and private message from the web will cease to be active at
midnight of the selected date.

6. You can select the priority of the message.

7. Notify me when a recipient collects the files will send you an email when any recipient downloads the files
that you have sent.

8. Request recipient login will require the user to register their email address and create a personal
password before they are allowed to download the contents of your mail.
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Only those listed in the recipient fields will be given access to the files.

In other words, if the message is forwarded to other people, they will not have access to the files and they
will not be able to register an email address that is not in the original recipient list.

9. Click the Send Message button to deliver the email.

Sent Emails — Viewing and Modifxing

To view or modify Thru messages that you have already sent with the Thru web application, go to Sent
Emails from the top menu.

Sent Emails contains all Thru emails that are sent using Thru Web, Thru Add-Ins, or any application that
uses the Thru file transfer system.

FOLDERS | SENT EMAILS | FAVORITES COMTACTS MOTIFICATIONS  ALERTS CLIPEOARD

Sent Emails

S
Search Sent Thru a m

Only in messages sent from ff31 082017 to
09M10/2017
All ]
n chris.david@abctechnology.com 08/10/2017
" New Software Update Expires in 31 days
ny jakesmith@abctechnology.com 05/10/2017
" Client Information Expires in 1 day
W exampleuser@thruinc.com 06/09/2017
upload file 1! Expired

By default, messages are sorted by the date sent and will contain the recipient’s email address, subject of
the message, when it was sent, and when the files expire.
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If a message is already expired, it will be labeled “Expired” in red text.

Message Status Icons

There are three different symbols used to specify the download status of a Thru message. Below are the
definitions of each symbol:

If the files in a Thru message have been downloaded by the recipient, a green checkmark will be
displayed.

X

If a message has expired before the recipient could download the files, a red X will be displayed.
When a message is expired, the recipients of the files are no longer able to download the files from that
distribution.

2?
" lfthe recipient has not yet downloaded the file(s) and the message is not expired yet, a question
mark will appear.

Extending the Message Expiration Date
To extend/modify the expiration date of a sent Thru message:

Select the message you want to edit > Click on the date next to “Expires” > Choose a new expiration
date on the calendar > Click Save.
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Client Information

To: jake.smith@abctechnology.com
G none

Bee: none

Sent: 09/10/2017

Expires: E}__[Eﬁjfzmﬂ | CCUEA (Expires in 1 day)
Priority: ns: Yes

Password: Su Mo Tu We Th Fr 5a [OBIM Yes

Email Message | 5 Recipients

—_—
o| 10| 71| 12| 13]| 14
=l - 3

(7]

|-)1

23| 24 25| 26| 27| 28

%)

(=]
L)
L
(==
L

Deleting and Expiring Sent Messages

Sent Emails

Search Sent Thru m

[l Only in messages sent from |{I'1IUB."2[]1? to

09/10/2017 |

O Al ]

? chris.david@abctechnology.com 09/10/2017
Mew Software Update Expires in 31 days

Deleting a message — Deleting a Thru message will cause the sent files to no longer be active (the links
will expire) and will also permanently remove the message from Sent Emails.
To delete an email, check the box to the left of the message and then select the Delete Distribution button.

Expiring a message — To immediately expire a Thru message, check the box next to a message and select
the Expire Selected Emails button.
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Viewing Message Details

When an email is selected, the content of the email will be displayed on the right as shown below.

This will also display more intricate details of the sent emails such as the tracking number, notification and
required login settings, etc.

By navigating clicking on the Attachments or the Recipients tabs as shown below, the user has the ability to
remove attachments and recipients after an email has been sent.

Example Message

To: exampleuser@thruinc.com
Cc none
Bco nene
Sent: 02/10/2017
Expires: |08/11/2017 : EICE (Expires in 31 days)
Tracking: T478-012-72456-68352
Priority: Normal Motifications: Yes
Password: Mo password Requires login: Yes
J Email Message Encrypted Message Attachments Redipients

Example Message

Remove attachments and or recipients

Attachments can be removed from the distribution (if the recipients haven’t already accessed the link)
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Colab work files

To:
Cc:
Bec:
Sent:

Expires:

Tracking:
Priority:
Password:

erlich.bachman@abctechnology.com

gomez.addams@abctechnology.com, sarah.conner@abctechnology.com
none

24/04/2018

08/05/2018 ' BV (Expires in 14 days)

T478-012-46665-71967
Normal Notifications: Yes
UJRzC~(uMp* | 79xwn Requires login: No

Email Message Encrypted Message Attachments Recipients

Remove

0 All Name Size

© [ collaboration Doc 2.docx 565.3 kB
U B Collaboration Doc.docx 902.5 kB
T a Collaberation Doc 3.docx 1.3MB
2 G Collaboration Doc 4.docx 1.5MB

If a message is protect by either a Message password or using Registered Recipient Login

Recipient’s can be removed from accessing the distribution (if they haven’t already accessed the link)

Colab work files

To:
Cc:
Bcc:
Sent:

Expires:

Tracking:
Priority:
Password:

Email Message Encrypted Message Attachments Recipients

erlich.bachman@abctechnology.com
gomez.addams@abctechnology.com, sarah.conner@abctechnology.com
none

24/04/2018

08/05/2018 =V (Expires in 14 days)

T478-012-46665-71967
Normal Notifications: Yes
UJRZC~(uMp” | 79xwn Requires login: No

O Al To

() ? erlichbachman@abctechnology.com

O Al Cc

0 ?  gomez.addams@abctechnology.com
| @ ?  sarah.conner@abctechnology.com |
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Message password

Thru site admins have the option to switch to a message password option instead of recipient login
This option has a few different modes of working

When enabled in its default manner the following is displayed for the users :

New Email Add from contacts
To: Enter To email oddresses

Cc: Enter Cc email oddresses
Bco Enter Bcc email addresses

Subject: Enter message subject
Priority Normal [+ MNotify me when a recipient collects files
Expiration date: 09/05/2018
Password: Enter a password (optional) Password Guidelines:

[ Show password - Password must have minimum length of 8 chars
- It must contain a digit

- It must contain a letter
- It must contain a special char(_.-+ | ;-1 @#5% " ()& F)

Password for the distribution is not mandatory

Users then have the option to define the password manually or click on the Generate button

New Email Add from contacts
To: Enter To email oddresses
Cc: Enter Cc email addresses
Bco Enter Bcc email addresses
Subject: Enter message subject
Priority Normal v [ Motify me when a recipient collects files
Expiration date: 09/05/2018
Password: B7:b5Vj54NnsGw0|.5dPivb1 Password Guidelines:
¥I[Show password - Password must have minimum length of 8 chars
- It must contain a digit
- It must contain a letter
- It must contain a special char(_.-+ | ;-1 @# 3% ()& %)
Message Private Message Attachments: (0 File, 0 Folder)
FontSizes ~ A ~ [A ~ B 7 § U E E EE = £ E =

Password length and complexity is based off the Site Password options defined by the Thru Site Admin

Note : Thru Site Admins also have the ability to require a password for all distributions
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Domain whitelist

Thru Site Admins can also enable a domain whitelist for the message password option

In this case email domains that are whitelisted do not require passwords for distributions, any domain that is
not whitelisted will be prompted for a password for the distribution

New Email Add from contacts
To: sarah.conner@abctechnelogy.com
Ccc [example.user@thruinc.com|

Cancel Bee: Enter Bee email addresses

Subject: Domain Whitelist

Priority Protect Thru Email with a Password

Expiration date:

oryz|  Server policy requires that recipients of this distribution enter a password to download files:

_ sarah.conner@abctechnology.com
Font Sizes v

Please enter a password and make it available to the recipients.

Example L
Paszsword Guidelines:

- Password must have minimum length of 8
Show password chars
- It must contain a digit
- It must contain a letter
- It must contain a2 special char (_.-+ | ;- 1@ #
FHA)EF)

Password:  eressese

Downloading Files

The Download button allows you to download files and folders that are already uploaded to your Thru
server.

Use the Folder Tree on the left to navigate to the files or folders you want to download.
You cannot access disabled folders; they are grayed-out to indicate they are not available for download.

A user can choose browser or Java as the download method, as well as select a default using the download
drop-down menu.

Browser method is HTML 5 if it is supported by the browser.
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! Google Chrome, Mozilla Firefox and Microsoft Edge only supports downloads and uploads
in a Browser method. Internet Explorer 11 still supports Java, Browser and Active X for
uploads and Java/Browser for downloads. See Thru Java Application download

% Send ¥ Download 1 Upload [ElClipboard < Share W& Delete &More

4 [iasll Using Browser suserthruinc.com / My Documents
Select Default .

Details * tems 1-4 of 4

| Mame & Size Modified

v X a Collaboration Doc 1.doox 3341 KB 10/10/2017 10:53:29

v D Collaboration Doc 2.docx 565.3 KB 10/10/2017 10:53:32

v 4 m Collaboration Doc 3.docx 1.3MB  10/10/2017 10:53:33

w A B Collaboration Doc 4.docx 1.5MB  10/10/2017 10:53:31

To open a comparison chart of download methods, click Select Default from the Download drop-down bar.

Thru Download Methods Comparison [ % |
S Y L - bovris

Pause and resume yes no
Zipping none Multiple items are downloaded as a
single zip file
Additional software Requires Java 7 or later, Sun Java Runtime none
Environment (JRE)
Select Download Method  Not supported by your browser Browser Download - Currently Selected
| cLose |

The Content Panel will change to display the contents of that folder once it has been selected.

Place a check mark in front of the file you wish to download, and then click Download.

This will open the standard folder view window where you can select where to download the files.

If you selected more than one file or folder, all of the contents will be zipped before the download begins.

If a large amount of files and folders are being downloaded, it may take several minutes for the download to
begin while the zip package is created.
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Thru Java Application download

Thru’s external download page’s now offers download options via a Java web start
For the browsers that do not support traditional Java applets any longer such as Chrome, Firefox and Edge

— STEP2

Download and run Thru Java Application.

Please download and run JMLP file with Thru Java Application to browse and download the files. If your browser saves JMLP file to a
default download location, please navigate to the location in the file system and start .JNLP file.

Chrome no longer supperts |ava please use IE, Safari, or Firefox browsers with Java uploads or Downloads.

Download and run Java Application

Please download and run .JNLP file with Thru Java Application to browse and download the files.

If your browser saves .JNLP file to a default download location, please navigate to the location in the file
system and start .JNLP file.

Java is required to be installed on this machine to download the files.
Please contact your IT administrator to install and configure Java on your computer.

Please note that Chrome browser does not support Java, use Firefox or Internet Explorer to download the
files.

Internet Explorer versions 10 and 11 support traditional web application.

Firefox : Thru external download page download via Java web start
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Chrome : Thru external download page download via Java web start

Video

Considerations when downloading using
Java

People that receive Thru download links requiring Java will need to install and configure Java on their
computer and in their browser.

The recommended location to get the Java software is Java Download. Install the 32-bit version of Java if
you are using 32-bit browsers.

For more information on 32-bit vs 64-bit Java, visit which Java should | use.

' Google Chrome, Mozilla Firefox and Microsoft Edge no longer supports Java applets.
Internet Explorer 11 still supports Java.


https://fast.wistia.net/embed/iframe/0hhogez7g1?
https://fast.wistia.net/embed/iframe/0hhogez7g1?
https://fast.wistia.net/embed/iframe/a9kp6ljzrq?
https://fast.wistia.net/embed/iframe/a9kp6ljzrq?
https://java.com/en/
https://java.com/en/download/faq/java_win64bit.xml

For more information on this subject please read this Java FAQ. Also please See Thru Java Application

download

Windows

After the Java software is installed, advanced settings may need to be adjusted in the Java Console.

Start Java from the Control Panel in Windows

_:%.-;- Java (32-bit)

Double click the icon
The main menu for the console will display.

Find the options for Default Java for Browsers. Check the boxes that apply for the browsers in use
(Microsoft Internet Explorer, Mozilla Family)

If additional troubleshooting is needed, select the Advanced tab in the panel, find the Java console section
and ensure that Show console is selected.

The Java Console will display messages as calls are made to Java by the web application.

Following is a display as a result of the above steps.


http://www.java.com/en/download/faq/chrome.xml

</ Java Control Panel . <
General Update Java Security Advanced
Debugging )

g ----- [ ]Enable logging

Java console

----- (® Show console

----- (O Hide console

----- (O Do not start console

Default Java for browsers

----- Microsoft Internet Explorer

----- Mozilla family

Shortcut Creation

----- (O Always allow

----- (O Always allow if hinted

----- (O Prompt user

----- (® Prompt user if hinted

----- (O Never allow

NLP File/MIME Association

----- (O Always allow

----- (® Prompt user

----- (O Never allow

Application Installation v
< >

-

OK Cancel Apply

Add Trusted Site

Your browser settings may require you to enter the Thru site as a trusted site to run the Java applet.

Open Trusted Sites in the browser security settings.

Add https://*.thruinc.net or the specific name of the Thru site you are using, for example
https://CompanyName.thruinc.net.
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Internet Options ?

General Security Privacy Content Connections Programs Advanced

Select a zone to view or change security settings.

@ @ vV O

Internet Local intranet  Trusted sites Restricted sites

Trusted sites

trust not to damage your computer or
your files,
You have websites in this zone.

. . : Sites
:/ This zone contains websites that you

Security level for this zone
Allowed levels for this zone: All

Medium
- Prompts before downloading potentially unsafe content
e - Unsigned ActiveX controls will not be downloaded

[ ]Enable Protected Mode (requires restarting Internet Explorer)

Custom level... Default level

Reset all zones to default level

oK Cancel Apply

Restart the browser

Install Java Plugin

User Guide - Open

Reopen the link you received to download the files. The browser may prompt you to run the java applet
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installation executable. A prompt in Internet Explorer typically appears at the bottom of the browser window
in a yellow box.

Firefox will display a dialogue box to prompt the user to allow / block the plugin. Click the Select All button.
Set every to allow and remember.

Mac
Following are steps that may be needed to enable Java download on Mac OS (Safari or Firefox).

By default Java is set to run in “safe mode” which does not allow saving files on disk. To enable file saving
using Safari or Firefox, changes are needed under Manage Website Settings security preferences.

Security Settings

Open Safari Preferences, Security. Ensure the box next to Allow Plug-ins is checked and click Manage
Website Settings

NSNS Security

w7 g s B g

General Tabs AutoFill Passwords ' Security Privacy Notifications E:tt;nsl;un.'. Advanced

Fraudulent sites: ¥ Warn when visiting a fraudulent website

Web content: & Enable JavaScript
Block pop-up windows

Internet plug-ins: ™ Allow Plug-ins = Manage Website Settings... 7

Select Java in the left panel menu. Then select Run in Unsafe Mode next to When visiting other
websites.
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5 6ee i Security'

8 L —1= i

urity ' Privacy Notifications Extensions Advanced

|—pd
sl | /| I
General Tabs AutoFill Passwords |

Google Talk Plugin Vide... Java
vArson 2.44.3.0 Allow websites to use this plug-in with the settings below:
iPhotoPhotocast

Java
Version Java 8 Update 101 b...

Lync Meeting Join Plug-in

Picasa
\esreinm 1.0

%

QuickTime

RingCentral launcher pl...

version ZoomBundleVers

Ask

) = Block
js:fllfétt_iglh:t Allow

SharePoint Browser Plug-in

J

When visiting other websites v Allow Always

(e

Skype for Business Web...

Troubleshooting

If you experience unexplained errors with the Java console when attempting to download, it may require that
you reinstall it. If you attempts this first uninstall java and be sure to delete the following folder to ensure all
settings are deleted as well (Windows default): C:\Users\“your username”\AppData\LocalLow\Sun\Java

Checking currently installed Java version

Start Java from the Control Panel in Windows
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Double click the Java icon

Java (32-bit)

&
=>

[ S—

Click on the select About

|£ Java Control Panel © - X

General Update Java Security Advanced

About

View version information about Java Control Panel.

Network Settings
Network settings are used when making Internet connections. By default, Java will use
the network settings in your web browser. Only advanced users should medify these
settings.

Network Settings...
Temporary Internet Files

Files you use in Java applications are stored in a special folder for quick execution later.
Only advanced users should delete files or modify these settings.

Settings... View...

Java in the browser is enabled.
See the Security tab

0K Cancel Apply

A popup will display current Java version used to run applet.
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About Java X

Version 8 Update 131 (build 1.8.0_131-b11)

Copyright (c) 2017, Oracle and/or its
affiliates. All rights reserved.

For more information about Java
technology and to explore great Java
applications, visit http://www.java.com

OoRACLE

Current version as of 19th of May 2017 is Version 8 Update 131 (build 1.8.0_131-b11)

Downloading from a link that requires a login

This section goes over how to access files that were sent to you and require you to login.
After clicking the download link, you will be taken to the Secure Message Login page

Asking you to register a new user account or to log in with a previously registered user account.
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Thru. Secure Delivery Login Language: D ¥

Registered Recipient Login

Login below if you are one of the following:
= | have an account on the site emeademo.thruinc.net/
« | have already registered my email on the site emeademo.thruinc.net/

Username:
or email address:
Password:

Remember me

ACCESS SECURE MESSAGE

Forgot Password?
New Recipient Registration

Register below if you are a first time recipient of a secure message on this (emeademo.thruinc.net/) secure site,
You will receive an activation email which will guide you thraugh the registration process

Email Address:

Enter the code o
from the picture: M
-

REGISTER

Support Powered By Thru

To request removal of your information, click here

If you created a password in the past with the same email address

Fill in your email address and password and click the button Access Secure Message.

If you have forgotten your password, use the Forgot Password link on this page.
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Username:
or email address:
Password:

Remember me

ACCESS SECURE MESSAGE

Forgot Password?

First time users — If this is the first time you are downloading files from a sender using the Thru secure file
delivery service

Use the New Recipient Registration option.
Fill in your email address in the email field and click the button Register.

You will then receive an email from notifications@thruinc.net that will guide you through the registration
process.

The email address you enter must match the one in the email you received.

Otherwise you will see an error :

! Registration cannot proceed because this Email Address is not the intended recipient of the
secure message.
If you believe you are the intended recipient please enter the correct Email Address.

The link to create a password does expire within 24hours.

Please create a password as soon as possible upon receiving the email inviting you to create a password.
* What can go wrong at this point?
+ The most common issue is that people don’t receive or don’t find the registration process email.

* Did you look in your Junk email folder?
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+ Does your company use an email security gateway that may have trapped the delivery from

thruinc.net?
They need to allow/trust email from notifications@thruinc.net.

» Do you have email filtering rules that might have saved the email in an unexpected folder?

Notifications@thruinc.net =, v

d to me |~
Welcome to Thu. CLICK HERE to complete the registration.
Ifthis email has been converted to text format and the link does not worl:, please copy and paste
the following URL into your browser address field. Make sure to copy the whole address

including any wrapped text.

https:/Tthm site TRL] BecipientProfile aspx TTD=300 0 0

After filling out the registration information, you will be directed to a web page to download your files.
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Thru. New Account Registration

General Information

Email Address:

First Name: | *

Last Name: *

Company Name:

Account Password

For your protection please select a password.
Password Guidelines:
- Password must have minimum length of 8 chars
- It must contain a digit
- It must contain a letter

-ltmust contain a specialchar(_.-+ | ;~1@#$ %M () &™¥)
Password: *
Confirmation: *

() By submitting this form you agree to

the Data Protection and Privacy Agreement

COMPLETE REGISTRATION

* Mandatory field indicator

Uploading Files

Here is a short video showing how uploads work in Thru
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Note : A comparison of the upload methods is displayed below.

Feature Java Upload * Browser Upload
File size limit unlimited unlimited

Pause and resume yes yes

Multilingual naming yes yes

Folder Upload yes no - files only
Additional software Requires Java 7 or later Sun Java Runtime none

Environment (|RE)

Select Upload Method Not supported by your browser Browser Upload - Currently Selected

#* Thru recommends the |atest Java version that can be downloaded from hitp/fwa m

[ i3 OO
W |2V a. COT

Browser Upload

Selecting Browser Upload displays the window shown below when using a browser that supports HTML5.
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Browser Upload

© 1o learn more about Thru upload methods click here.

Drop files here or Select files

D Collaboration Doc 2.docx (565.31 KB) Pause

.______________________________________________________________________________}
Collaboration Doc 3.d 1.32 MB

D ollaboration Doc 3.docx ( ) Pause
Collaboration Doc 4.docx (1.47 MB) Pause
Collaboration Doc.docx (334.15 KB) Pause

1. Click Select files and a dialogue box will open for you to navigate to the file you wish to upload.
2. Click Open to select the file and it will appear it the respective field.

3. Click Upload to start the upload. A new window will open giving you the progress of the upload and the
approximate time it will take to complete.

NOTE: You can only upload files using the Browser Upload. If you wish to upload folders, then they must be
zipped first before uploading or uploaded using the Java method.

Java Upload

To upload files or folders to a selected folder, click the Upload button found on the User Tools bar.

= Send ¥ Download L Bl Clipboard < Share

In this view you can either drag and drop files and folders or click on the Add button to browse for the files
or folders
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Java Upload

@) Note: If you have problems uploading files using this page, try Browser Upload . Learn more...

File Size . Add |
Remove |
Upload J
Drop or paste files and folders here
Summary
[ Files: 0 Total size: 0 Kb

Once the files are queued, click the Upload button to start the transfer

Move or Copy Files/Folders in Thru Web

To move or copy files or folders within Thru Web, use the Clipboard tool.

To move or copy a file or folder:
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= Send Y Download 1t Upload [ Clipboard < Share

B9/ FOLDERS / COMMON / Demo  [aiSHESRElsleleElge
Move Here

Details = Copy Here

LN

Name

Clear

Collaboration Doc 2.docx

LN

Collaboration Doc 3.docx

LS

Collaboration Doc 4.docx

<
|« |« |+ |+
(PP PP

Collaboration Doc.docx

A

1. Navigate to the folder where the file or folder that you want to move or copy is located.
2. Select the checkbox next to the files and/or folders.

3. Click on Clipboard and select Add to Clipboard.

4. Navigate to the folder where you wish to move or copy the selected items.

5. Select the Clipboard drop down menu.

6. Select Move Here. This will move the file from the original folder to the folder in which you currently you
are.

7. Select Copy Here. This will copy the file from the original folder to the folder in which you currently you
are.

You can cancel the move or copy of the folders or files by selecting Clear from the Clipboard menu.
This will leave the file back in its original location and remove it from the clipboard.

Copied files are considered new and storage is added to the site statistics.
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If a file is versioned, copy of the current version is created.

In Thru's Audit a file copy is recorded as Upload operation with fields NextPath and PreviousPath showing
source and destination folders.

Share — Sharing direct links to Folders or
Files

You can share folders and files directly from Thru as a direct link

Links to Folders can be shared only with other users of the site that have permissions to access the folder

Share Folder n

Folder Demo can be shared via direct link:

https:/idemo thruinc.net/Folder/3LECXRHTNXHCY |

Fh:l:ée: Only users of site demo.thruinc.net! with permissions can access the
older.

Links to Files can be shared with and without protection and shared externally.

Share File H

File Collaboration Doc.docx can be downloaded via direct link

Public link

Anyone with this link can download the file

Create link

Protected link

Only registered users with this link can download the file

Create link

When a Public link is created, anyone with this link will be able to download the file
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File Collaboration Doc.docx can be downloaded via direct link
Public link

Anyone with this link can download the file

https:f.fdemu.thruinc.net.fPuinshing.fLink.aspx...| Copy link

Link active =

Protected link

Only registered users with this link can download the file

Create link

When a Protected link is created, Only registered users can download the file.

File Collaboration Doc.docx can be downloaded via direct link

Public link

Anyone with this link can download the file

Create link

Protected link

Only registered users with this link can download the file

https:f."demu.thminc.net.fPuinshing.fLink.aspx...| Copy link

Link active

In other words, recipients of a protected link must self-register a user account and create a password in
order to access the protected link.

Deleting Files/Folders

The Delete button will let you delete files or folders.
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= Send ¥ Download 1 Upload ElClipboard < Share &

Mame «
i a Collaboration Doc.docx
Use the checkbox to select the files and folders, and then click the Delete button.
Deleted files can be restored by the administrator during a period this is typically set to 72 hours.

Some sites have different purge retention settings, so check with your site administrator as early as possible
if you think you need data restored.

Retention policies may also automatically delete aged files and policy management is set by the site
retention administrator which is a role assigned by the site administrator.

Pausing File Uploads and Downloads

Thru supports pause/resume for large file uploads and downloads with a checkpoint restart feature.
To use checkpoint restart for file uploads, you can use either Browser or Java.

Using checkpoint restart for downloads is only available in Java.
! Google Chrome only supports Browser (HTML 5) uploads and downloads.

Internet Explorer supports both Java and Browser. See Thru Java Application download

Pause/Resume Uploads

To pause/resume uploads, upload files with either Browser or Java and click on the Pause button.
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Browser Upload

€ 1o learn more about Thru upload methods click here.

Drop files here or Select files

100MB zip (100.00 MB) Pause

To resume upload, click on the Resume button.

Browser Upload

@ 1o learn more about Thru upload methods dlick here.

Drop files here or Select files

100MB.zip (100.00 MEB) BResume

Pause/Resume Downloads
To pause/resume large downloads, use the Java method found in Internet Explorer.

Start downloading files and click the Pause button.
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JEVERY I LET

©) Note: If you have problems uploading files using this page, try Browser Upload . Learn more...

| File Size Add
|#| Upload Process w | 2.86GB
Status: Uploading....
File: 3gbtest
Files: 10f1
Frogress: l 3%

Bytes sent: 94 25 MB

Time left: 18 mins

E Cancel i| Pause

|:| Delete partially uploaded files

- Summary
Files: 1 Total size: 2.86 GB

Note If a transfer is cancelled a warning will appear
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Uploading is not finished

You have partially uploaded files.
100MB.zip

Do you want to delete it from server?

[| Apply same action to the rest of items

Note Incomplete uploads are highlighting in the Thru file system

Detajls w

n Warning! File upload was incomplete,

0 L™ zebtest@

Resuming incomplete transfers

When you attempt to upload a file again that was stopped for whatever reason, a popup will appear with the
following options :
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Tareet file alreadv exists

The target file already exists on the server.

Target file:
FOLDERS/HOME/exampleuser.thruinc.com/Resu

me Example/100MB.zip

Please choose an action
2 Owverwrite
® Resume
' Rename and save as new file
2 Skip

|| Apply same action to the rest of items

Creating a Folder

%

The Add Folder button allows you add additional folders to your existing folder tree.
To add a folder inside a folder:

1. Click the folder in the folder tree to select it.
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= Send ¥ Download 1 Upload [ Clipboard < Share i Delete Add Folder

B3/ FOLDERS / COMMON / Demo

Details =

O Mame =
O 4 Folder1
O 4 crolderz
0 4 Folders

Click Add Folder in the User Tools bar. The Add Folder window displays.

Add Folder

MName: | *

Description:

Save

In the Name field, type in your desired name for the folder.
The Description is optional.
Click Save to create the new folder.

You can add folders to any folder that you have permission to manage, and you can add as many folders as
you wish.

Add Files/Folders To Favorites

The Favorites folder stores files and folders that are used often for easy retrieval.
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Files and folders are added to this section by selecting the check box next to files/folders and then clicking
Add to Favorites from the Tools Menu.

= Send ¥ Download 1 Upload [l Clipboard « Share §§ Delete Add Folder .'Iﬁ'

h / FOLDERS / COMMON f Demo
Details =

o Mame e

| L- Folder 1

.l _l_- Folder 2

— i- Folder 3

To remove a file or folder from the Favorites section, click the check box next to the file or folder and then
click the Remove button that is found in the Favorites dropdown menu.

SENT EMAILS EF\ielMs CONTACTS MORE

3 Download [ Clipboard ,‘ Add to Notifications == Send X

el Path = Mame

[/ FOLDERS/ COMMON/ Demao/ Folder 1 Folder 1

Add to Notifications
I

Note : Setting notifications are only for folders, not files.

Any folder can be checked and added to the Notifications sections of Thru Web.

The Notifications section is found on the main dashboard menu located at the top of the web portal.
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When a folder is selected to receive notifications, an email will alert you whenever any transaction takes
place within the folder.

Notification transactions can include a new file upload, deletion, download, rename, etc.

To change the notifications settings, navigate to Notifications, select Modify, and then check and uncheck
the desired settings.

For detailed instructions about the Notifications, go to View and Modify Folder Notifications

View and Manage File Versions

When you overwrite a file within a Thru folder, Thru records a timeline of all previous versions of the file
within the “Versions” tab.
The timeline records who created a version, what time it was made, the size of the file, and the file’s owner.

To have versioning enabled on your Thru site please contact your Thru account manager

Versions Activity Stream Tags Thumbnails Retention

Collaboration Doc.docx

Versioned Name Size owner
11/10/2017 10:05:49 by Example .!.. Collaboration Doc.docx 902.5 kB Example User Adtivity Stream Restore
User
11/10/2017 10:05:33 by Example .i. Collaboration Doc.docx 341.4kB Example User Activity Stream Restore
User
11/10/2017 10:05:03 by Example ..!. Collaboration Doc.docx 334.1 kB Example User Activity Stream  Restors
User
11/10/2017 10:03:55 by Example ..!.. Collaboration Doc.docx 3341 kB Example User Activity Stream  Restors
User

The following sections will show you how to create, view and manage document versions in Thru:

Creating Versions

Restoring Versions

Viewing Transaction History of Versions

Note : If you would like versioning enabled on your Thru site please contact Thru Support
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Creating Versions

<< View and Manage File Versions

To create versions for files within Thru:

1. Upload a file to a folder and choose to “overwrite” an existing file that has the same file extension.

«¥s To have the option to overwrite the file, the name of the file being uploaded must be
identical to the file you want to create versions for.

2. After selecting overwrite, click OK.

Example of overwriting a file:

h f EOLDERS / HOME [ exampleuser.thruinc.com / My Documents E
Details ltems 1-1 of 1
= Mame = Size Maodified

~ . 3 m Collaboration Doc.docx 902.5 KB 11/10/2017 10:05:49
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€ 10 learn more about Thru upload methods click here.

Drop files here or select files

D Collaboration Doc.docx (902.52 K_E]

Tareet file alreadv exists

The target file already exists on the server.

Target file:
FOLDERS/HOME/exampleuser.thruinc.com/My Documents/Collaboration

Dec.docx

Flease choose an action
& Cwverwrite
Rezumea
() Rename and save as new file
O skip

[| Apply same action to the rest of items

OK Cancel

* If you are uploading multiple files and want to overwrite them all at once, select “Apply same
action to the rest of items.”

3. After files have been overwritten multiple times, the version history can be viewed from the Versions
tab.

From here you can restore versions, view the transaction history of each version and download a copy of
any versions for reference.
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Versions Activity Stream Tags

Collaboration Doc.docx

Versioned
11/10/2017 10:05:49 by Example
User

11/10/2017 10:053:33 by Example
User

11/10/2017 10:05:03 by Example
Usar

11/10/2017 10:03:55 by Example
User

Also in this section:

Restoring Versions

L

'

i

1

Collaboration Doc.docx

==_ Collaboration Doc.docx

—=_ Collaboration Doc.docx

—_ Collaboration Doc.docx

Viewing Transaction History of Versions

Restoring Versions

Thumbnails

Size

902.5 kB

541.4 kB

334.1 kB

334.1 kB

Retention

Oowner

Example User

Example User

Example User

Example User

User Guide - Open

Activity Stream  Restore
Activity Stream  Restore
Activity Stream  Hestore
Activity Stream  Restore

<< Creating Versions

To replace the current version of a file with a different version:

1. Select a file and go to Versions.
2. If you need to view a version’s content before restoring it, click on the download button next to the

version’s file name.

11/10/2017 10:05:49 by Example User
11/10/2017 10:05:33 by Example User
11/10/2017 10:05:03 by Example User
11/10/2017 10:03:55 by Example User

}

}

i

Collaboration Doc.docx
Collaboration Doc.docx
Collaboration Doc.docx

Collaboration Doc.docx

502.5 kB
541.4 kB
334.1 kB
334.1 kB

Example User
Example User
Example User

Example User

1. After you know what version you want to restore, click Restore next to that version to instantly replace

the current version.
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Versions Activity Stream Tags Thumbnails Retention

Collaboration Doc.docx

Versioned Name Size Owner
11/10/2017 10:05:49 by Example User L Collaboration Doc.docx 902.5 kB Example User
11/10/2017 10:05:33 by Example User L Collaboration Doc.docx 541.4 kB Example User
11/10/2017 10:05:03 by Example User L Collaboration Doc.docx 334.1 kB Example User
11/10/2017 10:03:55 by Example User L Collaboration Doc.docx 334.1 kB Example User Activity Stream  Restore

Also in this section:

Viewing Activity Stream of Versions

Viewing Activity Stream of Versions

<< Restoring Versions

To view the Activity Stream of a file’s versions:
1. Select a file and go to Versions.
1. Click on Activity Stream next to each version to view the transaction history of that particular version.

The Activity Stream lists the name of an operation, the date/time, user/recipient name, IP Address, the app
used, and whether or not the operation was successful.

In the example below, the Activity Stream shows that a user has successfully downloaded a certain version
using the Thru Web application.

Versions Activity Stream Tags Thumbnails Retention

Collaboration Doc.docx

Versioned Name Size Owner
11/10/2017 10:05:49 by Example User i Collaboration Doc.docx 202.5 kB Example User
11/10/2017 10:05:33 by Example User L Collaboration Doc.docx 541.4 kB Example User
11/10/2017 10:05:03 by Example User i Collaboration Doc.docx 334.1 kB Example User
11/10/2017 10:03:55 by Example User L Collaboration Doc.docx 334.1 kB Example User

2. To view more details about a transaction, click on an operation’s name (i.e. Internal Download).
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Operation Date/Time User/Recipient IP Address Ovr Success App
nternal Upload 11/10/2017 11:00:45 User, Example 81.106.112.161 ¥ J Web
nternal Download 11/10/2017 11:00:39 User, Example 81.106.112.161 \/ Weab

A window opens that shows the log details of the transaction.

File System Log Detail

Field Value

Operation Internal Download

Date Logged 11/10/2017 11:00:39 AM

Path {FOLDERS/HOME/exampleuser.thruinc.com/My
Documents

File Name Collaboration Doc.docx

Version 10/11/2017 10:05:03 AM

File Size 002.5 KB

Performed By User Example User

User Email exampleuser@thruinc.com

User IP Address 81.106.112.161

Application Name Web Edition

Log Operation Note

Log Item Note

File and Folder Details Tabs

File and Folder Details Tabs provide additional information and functionality for a selected folder or file.
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The location of these tabs varies due to the responsive user interface.

On larger screens or when the folder tree is minimized, the details tabs are found in a third panel on the
right side of the screen.

On smaller screens the details tabs may be found below the contents of a folder, as shown here.

Seard,MEd Example User =

Thru < i More

MFT/CCP D G — O
FOLDERS

Details » items 1-1 of 1
BERE MName & Size Modified
exampleuser.thruinc.com v 4 B collaboration Docdocx 334.1 KB 11/10/2017 11:00:45

Folder Example
Important Files
My Documents
My Dropbox

Resume Example Summary Versions Activity Stream ags Thumbnails Retention

» OUTBOX Collaberation Doc.docx

This File inherits site level retention rule (Fixed Period (30 days) - 30 Day Rule).

Created By: User, Example Description:

Created: 11/10/2017 10:03:45
Modified By: User, Example

Modified: 11/10/2017 11:00:45
Last Activity: 11/10/2017 11:00:45

View Summary of Content

The Summary tab allows you to view and edit the item’s name and description.

It also displays the name of the User who originally uploaded the item and who last modified the file along
with the modification date.

The Inquire link opens a new email composition window with the email address of whom to contact to
inquire about the information.

This image shows the Summary tab of a selected folder.
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Summary Access Tags Retention

Folder Example

This Folder inherits site level retention rule (Fixed Period (30 days) - 30 Day Rule).

Description:

Created By: User, E |
S yosr e An example folders description

Created: 19/05/2017 11:20:29
Modified By: User, Example
Modified: 19/05/2017 11:20:29

Storage Information

To view the storage information of a folder, click Storage Information next to the Modify button.

A window will display how many files, subfolders, and storage that makes up the selected folder like in the

image shown below.

Folder Storage

Folder contains O files and 12 subfolders. Storage is 0 B {0 bytes).
Folder hierarchy contains 3907 files and 814 subfolders. Storage is 177.3 GB (190,330,807,046 bytes).

This image shows the Summary tab of a selected file.
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Summary Versions Activity Stream Tags Thumbnails Retention

Collaboration Doc 1.docx

This File inherits site level retention rule (Fixed Period (30 days) - 30 Day Rule).

Created By: User, Example Description:

Created: 10/10/2017 10:53:29
Modified By: User, Example

Modified: 10/10/2017 10:53:29
Last Activity: 11/10/2017 10:08:50

Publishing

To change the name and description of a folder or file, click the Modify button and then click Save after
making any changes.

Storage Information

You can work out how much storage a folder is using by selecting (not double click) the folder in question.

Then under the Summary Tab you will see “Storage Information” (see screenshot below)

Thru_ [REDEIN MEW EMAIL  SENTEMAILS  FAWORITES CONTACTS SHAREDLINES NOTIFICATIONS ALERTS CLIPBOARD

< - = - .
EFSS / MFT Sisend } Download 1 Upload [Clipboard «Share & Delete 3 Add Folder §More Summary Activitios
Dem Site [+ i WPANY FOLDERS Marketing & Advertising
FOLDERS
-
This Folder inherits site level retention rule (Fixed Period (30 days) - 30 Day Rule).
Harme & Size  Mpddied
ARy AW Automation 290602016 1g:36ng | Creatd By admin paEt i
+ AutomationDemo AW AutomationDema B/OTI2017 09134131 Created:  OBOT/2016 11:18:02
Modifi '
+ Company A I companya 20/05/2016 16:21:45 odified By o
i R N T | medfied:  esro72016 11:18:02
+ Company B A company@ 20/08/2016 16:22:02
L} ¥ /2016 16221
ey I companyc 20/05/2016 16:22:15
3 Downloads 20052015 15:21:49
+ Downloads ' -
3 Example Structures O7/0G/2016 11:48:17
' B 5 -
Example Structures w A Marketing & Advertising 0EOT/AONE 17:18:02
Marketing & Advertising AW rartrera 2000572018 18:26:21

When you click on the Storage Information button you will see the following information as an example :
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Summary Activities AcCcess E5 Retention

Folder Storage

Folder contains 128 files and 0 subfolders. Storage is 209.1 MB (219,258,797 bytes).

Preview

PDF documents and image files of the following formats can be previewed in Thru web portal internal
application pages and external email distribution page:

png, jpg, jpegy, jfif, bmp, tif, tiff, gif, pdf

From the Summary tab the Preview button is available for supported file types.
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P/ FOLDERS / HOME / example.user.thruinc.com

Details =

O MName =
O VW Files

o 4 Folder

-

Il My Dropbox
Picture.jpg

ﬁ Thru desktop logo.tif
E

£

Thru_Overview.pdf

Thru_Plugin_for_Microsoft_Outlook_Datasheet.pdf

Summary Versions Activities E Thumbnails Retention

Picture.jpg

This File inherits site level retention rule (Inactivity Period (1 days) - Inactivity Period).
The rule will become effective in 1 day.

Created By: user, example Description:

Created: 15/06/2018 08:32:49
Maodified By: user, example

Maodified: 15/06/2018 08:32:49
Last Activity: 15/06/2018 14:22:04
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n FOLDERS / HOME / example.user.thruinc.com

Details =
O Mame =

O A Files

O A rolder

L i- My Dropbox

Ol i Picture.jpg

Ol i -" Thru desktop logo.tif

w 4 m Thru_Overview.pdf

| i ﬁ Thru_Plugin_for_Microsoft_Outlook_Datasheet.pdf

Versions Activities g Thumbnails Retention

Thru_Overview.pdf

This File inherits site level retention rule {Inactivity Period (1 days) - Inactivity Period).
The rule will become effective in 1 day.

Created By:  user, example Description:

Created: 15/06/2018 14:19:01
Modified By: user, example

Modified: 15/06/2018 14:19:01
Last Activity: 15/06/2018 14:19:01

Publishing a file via Thru

To make a file available for download via a Published page use the Publishing feature, you must be a user
in the Publishing Users group to get access to this function.

Once you have submitted your file for publishing, a user belonging to the Publishing Administrators
group will need to approve publishing of the file.
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To publish a file via Thru :

1. Select the file you want to publish.

h FOLDERS / HOME / exampleuser.thruinc.com / My Dotuments
Details » lterns 1-1 of 1
4 MName = Size Modified

w 3 D Collaboration Doc.docx 3341 KB 11/10/2017 11:00:45

2. In the Summary tab (if you have been added to the Publishing Users Group) you will see a Publishing
button

Summary Activity Stream Tags Thumbnails Retention

Collaboration Doc.docx

This File inherits site level retention rule (Fixed Period (30 days) - 30 Day Rule).

Created By:  User, Example Description:

Created: 11/10/2017 10:03:45
Modified By: User, Example

Modified: 11/10/2017 11:00:45
Last Activity: 11/10/2017 11:00:45

Publishing

Clicking on Publishing will spawn a File Publishing Information window
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File Publishing Information

Publishing Collections

Link ID | Collection Link Text Reguested by | Published by Published Link Active Collection Active | Link Detail

Pending Publishing Requests

Reguest ID Collection Reguested by Created Reguest Detail

]
Default Link Text:
Collaboration Doc.docx

Default Description:

Available Tags: Selected Tags:

Mew Request | Close

3. Clicking on New Request will take you to a New File Publishing Request
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New File Publishing Request

Publishing Collection:
[Select a collection] v kk

] overwrite default link information

DefaultLinkText: (default link information cannot be edited in this form)
Collaboration Doc.docx

Default Description:

Request Mote:

Submit | Cancel

Under the Publishing Collection maybe predefined Collections for the file to be added to

Publishing Collection:

Downloads ¥

[Select a collection]
PRODUCT 1
PRODUCT 2
PRODUCT 3

4. Add a note to the Request Note letting the Publishing Admin know the reason the file is needed to be
published and click Submit
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Request Note:

Please publish this request

5. Once approved you will receive an email from Thru’s Notification System stating that the Publishing
Request has been approved

Thru . Notification - Publishing Request Approved

You have received this email to notify you that the following request has been approved and published.

Un-Publish a file in Thru

Users who have published a file or have the rights to Publishing can also un-publish a file from the Thru

portal
Navigate to the folder that contains the file that no longer needs to be part of a published collection

Select the file that needs to be un-published
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n { FOLDERS f COMPANY FOLDERS / Downloads

Details

_ Mame &

2267FWB003A.BIM
2267FPW0e0130.BIN
ENETVI01M.BIN
EMN&TV115M.EIN
FWe7FF01Ve0210M.BIN
FWe7FF01VE0430.BIN
FW6e7FF01VEe0430p(beta).bin
MPALL_F1_0702_v363_00.exe
MPALL_F2_v363_00.exe

MPParamEdit_Fl.exe

Rl Rl ol Rl ol Rl Sl Rl ol Rl B
RVIAVBVVDVYRDRDRDDDRD

MPParameEdit_F2.exe

the Summary view click on the Publishing button

summary Versions Activities . Thumbnail= Retention

FW67FF01VE60430p(beta).bin

This File inherits site level retention rule (Fixed Period (30 days) - 30 Day Rule).

Created By Admin Description:
Created: 24/05/2018 10:43:54
Meodified By: Admin

Medified: 24/05/2018 10:43:54
Last Activity: 24/05/2018 13:47:52

Publishing

This will spawn a File Publishing Information window

Cl

ick on View/Edit
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File Publishing Information

Publishing Collections

Link @ Collection @ Link Text Requested Published Published Link  Collection Link
ID by by Active  Active Detail

5,24/2018

PRODUCT
1146 4 FWB7FFD1VE0430p(beata).bin | Admin Admin 1:47:52 Yes Yes View/Edit
P

Pending Publishing Requests

Request ID Collection Requested by Created Reguest Detail

1 3
Default Link Text:
FWe7FF01v6e0430p(beta).bin *

Default Description:

Available Tags: i) Selected Tags:

ENG - -
MRD
OPR
PRD

This will then spawn a window where you can either Modify or Delete the file from the Collection
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Publishing Link Information (File: FW67FF01V60430p(beta).bin)

Publishing Collection:
PRODUCT 4

Cwverwrite default link information

Default Link Text: (default link information cannot be edited in this form)

FW6B7FFO1VB0430p(beta).bin

Default Description

View Activity Stream

User Guide - Open

This tab allows you to view all transactions for a file or folder.

The list displays the user name, email address, transaction type, date/time, and IP address of who

performed the action.

Collaboration Doc.docx

Operation Date/Time
Sharing Started 11/10/2017 12:42:03

ernal Upload 11/10/2017 11:00:45
ternal Download 11/10/2017 11:00:39
11/10/2017 10:05:49
11M10/2017 10:05:33
11/10/2017 10:05:03
11/10/2017 10:03:55

Internal Upload 1110/2017 10:03:45

Tags

Thumbnails

User/Recipient
User, Example
User, Example
User, Example
User, Example
User, Example
User, Example
User, Example

User, Example

Retention

P
a1
21

Address
V106,112,161
106,112,161

51.1060.112.181

81
a1
a1
21
a1

06112861
.106.112.161
.106.112.161
.106.112.161
.106.112.161

Owr

SSAS S

To save a copy of the Activity Stream, click Export to save the records in an Excel file.
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View and Modify Access to Content

The Access tab displays who has access to the folder and what functions they can perform.
The Access tab does not appear when viewing files, only folders.
Only users with Manage rights can click Modify to edit the access settings.

Note : Access rights also apply to sub-folders.

Activity Stream ArCcess Tags Retention

Folder Example

Show: All =
Name Read Create Delete Modify Dwnld Share Manage
<8  ADMINISTRATORS v v v v v v v
- 2 User, Example v 4 v + v V4 v v

The following access rights are available:

1. Read: permits viewing of the contents of the folder.

2. Create: allows the user to upload new files to the folder.

3. Delete: permits the user to delete from the folder.

4. Modify: enables modification of details within the Summary tab and uploading of a new version of the file.
5. Download: allows download of any file or folder within the folder.

6. Send: enables sending of files and folders from within the folder to any recipient.

7. Manage: allows visibility of the Access tab to grant user and group access to a folder.
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Adding Tags to Files and Folders

Tags allow you to associate keywords to a folder or file. These words are then used in Search and
Advanced Search functions.

To add a word(s) to a folder or file:

1. Select the folder or file from the list and then select the Tags tab.

Versions Activity Stream Tags Thumbnails Retention

Collaboration Doc.docx

Separate multiple tags with commas or semicolons.

2. Click Modify.

3. Type the tags. If there are multiple tags, separate them with commas. Click Save to save the list of
keyword tags.

Versions Activity Stream Tags Thumbnails Retention

Collaboration Doc.docx

Secret Blue Prints, Squirrels, Badgers

Separate multiple tags with commas or semicclons.
Add Thumbnails to Files

Thumbnail view is available from the View options when listing files. Thumbnails are reference graphics

which are created automatically for many graphic files.
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If the file is not one of the supported image formats, you can upload a custom image to be the image
representation of the file.

An example of a custom image is the Thru logo as shown above for the Document.docx file.

A user can switch between the details and thumbnails views of the contents of the folder selected using the
toggle menu shown below.

Name =
L m Collaboration Doc 1.docx
] Lﬁ Collaboration Doc 2.docx
1B

Collaboration Doc 3.docx

n / FOLDERS / HOME / exampleuser.thruinc.com / Important Files

Thumbnails = ltems 1-3 of 3

DoCX | § DocX | DOCX | N

(] _"_ a Collaboration Doc 1.docx [= _'_ E] Collaboration docx ™| i E Collaboration Doc 3.docx

1. To add a new thumbnail image for a selected file, first click the Add button as shown below in the image.

Summary Versions Activity Stream Tags Thumbnails

Collaboration Doc 2.docx

Mo thumbnails for this file
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2. A new window will then appear and show a list that will let you select up to three files at once.

Click Select File to select the image file you wish to assign as the thumbnail image file.

Add Thumbnail
File 1: Select Fle

File 2: Select File

File 3: Select Fle Mone selected

3. After the image(s) are selected, click Upload as shown below.

To make sure the thumbnail works for the file, go to the folder where file is located and select the
Thumbnail view instead of Details view.

n: FOLDERS / HOME / gxampleuser.thruinc.com / Important Files E

_'_ E| Collaboration Doc 1.docx ) _'... Ej Collaboration Doc 2.docx _!_ E| Collaboration Doc 3.docx

View Retention Policies

Retention shows you the deletion policies that are set on a folder or the file.
The Retention Administrator sets policies that govern how long a file can be saved in the Thru system.
Retention policies can be set to delete files after a period of inactivity, a fixed period, or a fixed date.

A permanent retention policy is available for permanent record retention.
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Details about this functionality are found in the Thru Administration Guide.

Summary Versions Activity Stream Tags Thumbnails Retention

Collaboration Doc 2.docx

This File inherits site level retention rule (Fixed Period (30 days) - 30 Day Rule).

Using Thru Dropbox™

Thru Dropbox™ allows individuals who do not have a permanent username and passwords to upload files to
Thru account holders.

Upload files with Thru Dropbox™

UPLOAD FILES

Links to Thru Dropbox can be placed on company websites or within email signatures.

By directing non-account holders to your Thru Dropbox, you can receive large files securely from external
constituencies.

A Thru Dropbox form will automatically be added to your company’s Thru Web login page (e.g.
company.thruinc.net).

You can also add it to your email signature, or any other web page that is available to your company.

Create a Link to Your Thru Dropbox™

Sending Files with Thru Dropbox™

Selecting Thru Upload Options

Copyright Thru, Inc. 2002-2019 Page 107 of 414


http://www.thruinc.com/user-guides/thru-administration-guide/current/en/topic/7-using-retention-policy-services

Platform User Guide - Open

New Protected Thru Dropbox mode

Create a Link to Your Thru Dropbox™

To securely receive large files with Thru from non-registered users, you can create a link to your Thru
Dropbox™,

This lets non-Thru users securely send files directly into a user’s Thru Dropbox.

The URL link format is:

https://companyname.thruinc.net/Desktop/Dropbox/Create/?toemail=name@companyname.com

To create your link :

Substitute the “companyname” text and the email text, “hame@companyname.com” shown in the link
format above with your company’s Thru site name and your email address.

Below is an example.

We replaced “companyname” with demo and replaced the email address with name@abctechnology.com.

Example: https://demo.thruinc.net/Desktop/Dropbox/Create/?toemail=name@abctechnology.com

* If your company has a unique Thru site URL that does not end in .thruinc.net as shown
above, then fill in your Thru site URL in place of https://companyname.thruinc.net at the
beginning of the Thru Dropbox link. For example: https://filetransfer.companyname.com/
Desktop/Dropbox/Create/?toemail=name@companyname.com

Once you have created your link, you can send it to anyone via email, company websites and portals, etc.

When anyone clicks on the Thru Dropbox link, it will take them to a file upload form where they follow the
steps to send you files.
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Thru. Dropbox"‘“ Language:
Please enter (To) email address: (Please enter only ane email - Encrypted Message
address in To field)
To | *
el |
From: | *
Subject:|

Drop files here
or
Select files

Enter the code from the picture:

Accept the statement and upload:

This Thru Demo EFSS / MFT Site is intended for trial purposes *
only. A statement of privacy and confidentiality can be added

to file distributions that requires recipients of a download

| link to read and acknowledge the message. These statements

ran he rustamived tn fit the enarific hiociness Frnde nf

O 1 confirm | have read and accept the statement.

UPLOAD

Support Powered By Thru
To request removal of your information, click here

Example Video :
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lipboard r Font P Paragraph [ Styles

https://companyname.thruinc.net/Desktop/Dropbox/Create/?
toemail=name@abctechnology.com

To access the Thru Dropbox link template:

1. Go to www.thruinc.com/support

2. Click on “Using Thru Dropbox”
3. Go to section called “Create a Link to Your Thru Dropbox”

- Open

To add your Thru Dropbox link to your Microsoft Outlook email signature, visit the following section from the

Thru Add-In for Outlook user guide:

Creating a Signature with a Link to Your Dropbox™

Uploading Files Using Thru Dropbox™

A Thru Dropbox is assigned to each Thru user account that has been enabled with a HOME folder.

Follow these instructions to use Thru Dropbox™.
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Thru. Dropbox™

Language: -'.Z_IE_'- v

Please enter (To) email address: (Please enter only one email Message Encrypted Message
address in To field)

To: &y
ccC:

From: *
Subject:

Drop files here

Select files

€ Files with the following extensions are not allowed: mkv.

Enter the code from the picture:

Accept the statement and upload:

This Thru Demo EFSS / MFT Site is intended for trial purposes *
only. A statement of privacy and canfidentiality can be added

to file distributions that requires recipients of a download

link to read and acknowledge the message. These statements

ran he rustamived tn fit the enarific bnsiness Frnde nf

| confirm | have read and accept the statement.

UPLOAD

Support Powered By Thru

To request removal of your information, click here

1. Type the Thru user’s email address in the To: field.

This is the email address of the person that has a user account in Thru and to whom files need to be
uploaded.

2. Enter the From: address.

This is the email address of the person uploading the files and will be used to send upload
confirmation notifications.

3. Subject and Message are optional fields but highly recommended to share the reason the files are
being uploaded.
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4. Select the files that you would like to upload to the recipient’s Thru Dropbox.
The sender has multiple upload options that are explained in earlier sections of this User Guide.
The Browser Upload method is the most used method and allows files to either be selected using the
drag and drop capability or manually.
If using Java file are selected by clicking ‘Add’ or ‘Select Files’.
Files can be removed from the upload list by clicking either ‘Delete’ or ‘Remove’ depending on the
upload method.

5. After files are selected, the sender must enter a CAPTCHA code and accept the confidentiality
statement to complete the upload process.

6. Once all information has been completed, Click Upload.

7. Upon successful upload, a confirmation message will be displayed.

To upload more files via Dropbox™, please Click Here

Upload Successful

If you wish to close the Dropbox™, please Click Here

Note : If a user was CC’d they cannot view the files the user sends. It is just a notification that files were
sent.”

Example video :

l I._


https://www.youtube.com/embed/7GZ-yzX1hR4?rel=0
https://www.youtube.com/embed/7GZ-yzX1hR4?rel=0
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Protected Thru Dropbox™

A protected mode exists for the Thru Dropbox™, that requires external senders to self-register and then
authenticate to upload files to a user’s Thru Dropbox™.

When clicking on a protected Thru Dropbox™ link, a login/registration page appears

Thru. Login

Login

Login below if you are one of the following:
» | have an account on the site thruinc.net/
* | have already registered my email on the site thruinc.net/

Username:

or email address:
Password:

_| Remember me

LOGIN

Forgot Password?

New Registration

Register here if you do not have account at the site ( thruinc.net/) and did not register before.
You will receive an activation email which will guide you through the registration process

Email Address:

Enter the code e ()

REGISTER
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See Secure Message Login — Registered Recipient Login for further details

Once registered, the From: field is populated with the registered sender’s information automatically.

— Step1

Please enter (To) email address: (Please enter only one email
address in To field)

To: @ *
CC
From: @thruinc.com *

Subject:

For more information or if you wish to have this enabled on your site please contact support@thruinc.com

Selecting Thru Upload Options

Thru offers two types of upload methods: Java and Browser

Step 2

Drop files here

Select files

€ To learn more about Thru upload methods click here.

The following table describes the different features for each method.

Copyright Thru, Inc. 2002-2019 Page 114 of 414


mailto:support@thruinc.com

Platform User Guide - Open

Thru Upload Methods Comparison

Feature Java Upload * Browser Upload
File size limit unlimited unlimited

Pause and resume yes yes

Multilingual naming yes yes

Folder Upload yes no - files only
Additional software Requires Java 7 or later Sun Java Runtime none

Environment (JRE)

Select Upload Method Not supported by your browser Browser Upload - Currently Selected

* Thru recommends the latest Java version that can be downloaded from http://www.java.com

Browser Upload

Browser Upload can be used with any browser and is the default option selected when you are using any
browser other than Internet Explorer.

If your browser supports HTML 5, you will see the upload widget below.

Drop files here or Select files

D Collaboration Doc 2.docx (565.31 KB) Delete

D Collaboration Doc 3.docx (1.32 MB) Delete

Secure Message Login — Registered Recipient
Login

This section goes over how to access files that were sent to you and require you to login before having
access.

After clicking the download link, you will be taken to the Secure Message Login page

Asking you to register a new guest user account or to log in with a previously registered guest user account.
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Thru. Secure Delivery Login

Registered Recipient Login

Login below if you are one of the following:
= | have an account on the site emeademo.thruinc.net/
« | have already registered my email on the site emeademo.thruinc.net/

Username:
or email address:
Password:

Remember me

ACCESS SECURE MESSAGE

Forgot Password?
New Recipient Registration

Register below if you are a first time recipient of a secure message on this (emeademo.thruinc.net/) secure site,
You will receive an activation email which will guide you thraugh the registration process

Email Address:

Enter the code o
from the picture: M
-

REGISTER

Support

To request removal of your information, click here

If you created a password in the past with the same email address

Fill in your email address and password and click the button Access Secure Message.

If you forgot your password, use the Forgot Password link on this page.
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Username:
or email address:
Password:

Remember me

ACCESS SECURE MESSAGE

Forgot Password?

First time users — If this is the first time you are downloading files from a sender using the Thru secure file
delivery service

Use the New Recipient Registration option.
Fill in your email address in the email field and click the button Register.

You will then receive an email from notifications@thruinc.net that will guide you through the registration
process.

The email address you enter must match the one in the email you received.

Otherwise you will see an error :

! Registration cannot proceed because this Email Address is not the intended recipient of the
secure message.
If you believe you are the intended recipient please enter the correct Email Address.

The link to create a password does expire within 24hours.

Please create a password as soon as possible upon receiving the email inviting you to create a password.
* What can go wrong at this point?
+ The most common issue is that people don’t receive or don’t find the registration process email.

* Did you look in your Junk email folder?
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+ Does your company use an email security gateway that may have trapped the delivery from

thruinc.net?
They need to allow/trust email from notifications@thruinc.net.

» Do you have email filtering rules that might have saved the email in an unexpected folder?

Notifications@thruinc.net =, v

d to me |~
Welcome to Thu. CLICK HERE to complete the registration.
Ifthis email has been converted to text format and the link does not worl:, please copy and paste
the following URL into your browser address field. Make sure to copy the whole address

including any wrapped text.

https:/Tthm site TRL] BecipientProfile aspx TTD=300 0 0

After filling out the registration information, you will be directed to a web page to download your files.
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Thru. New Account Registration

General Information

Email Address:

First Name: | *

Last Name: *

Company Name:

Account Password

For your protection please select a password.
Password Guidelines:
- Password must have minimum length of 8 chars
- It must contain a digit
- It must contain a letter

-ltmust contain a specialchar(_.-+ | ;~1@#$ %M () &™¥)
Password: *
Confirmation: *

() By submitting this form you agree to

the Data Protection and Privacy Agreement

COMPLETE REGISTRATION

* Mandatory field indicator

Defining FTP Settings

If you are a user of Thru that needs to access the platform via an FTP client the following information should
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Thru’s FTP platform will allow you to log into your site using FTP protocol.

<Y SFTP and FTPS access requires IP address whitelisting with us before a connection

can be accepted

SFTP \ FTPS Client Configuration Information

To configure your FTP client to connect to Thru, refer to the following information:

1.

o =

ook e

Host: Depending on which global region is being used, one of the following will be entered.

ORD1-FTP.thruinc.net — Chicago (50.56.9.35)

HKG-FTP.thruinc.net — Hong Kong (119.9.69.115)

LHR-FTP.thruinc.net — London (212.100.245.147)

SYD-FTP.thruinc.net — Sydney (119.9.2.36)

Trial-FTP.thruinc.net — For Demo and Trial sites in Europe (212.100.245.157)
US-FTPSBX.thruinc.net — For Demo and Trial sites in US (23.253.192.70)

Hosts for customers subscribed to OptiSPEED

optispeed-sftps.thruinc.net — US sites
optispeed-sftps-uk.thruinc.net — Europe sites

OptiSPEED only supports Passive FTP

Protocol: Select your secure FTP preference

Encryption: Require explicit FTP over TLS

Logon Type: Select your preference

User: The user is a combination of Thru site portal URL / user name (typically email address);
Password: The password is the same one used for Thru portal authentication.

Example: demo.thruinc.net\example@ftpuser.com


https://www.thruinc.com/user-guides/thru-administration-guide/current/en/topic/whitelisting
http://www.thruinc.com/optispeed/
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General Advanced Transfer Settings Charset

Host: . ORD1-FTP.thruinc.net Port: .
Protocol:  |FTP - File Transfer Protocol v
Encryption: | Use explicit FTP over TLS if available e
Logon Type: MNormal v
Lser: demo.thruinc.net\example@ftpuser.com
Password: . ssssssnsens

«%» Network Firewall Considerations
Egress connections to Thru FTP services may need to be enabled on a corporate firewall.

% If the error “The server rejected SFTP connection, but it listens for FTP connections’
appears after attempting the authenticated connection.
It is most likely that the Thru FTP host has to be added to the firewall whitelist”:

GDPR

To comply with GDPR Thru has added the option to have user’s data scrubbed from the system

A user can also ask for an export of any data that contains information pertaining to them

To request removal of your information

From the Thru site homepage is a link to request removal of your information
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Thru.

EESS { NIEE

Demo Site

Username

Forgot username

Password
Forgot password

O Remember my username

LOGIN

REQUEST ACCOUNT

Your Company secure file sharing portal powered by Thru. Use the Thru Dropbox or login to share files.

Upload files with Thru Dropbox™

UPLOAD FILES

File Exchange and Collaboration
@ Platform
GDPR Ready

To request remaval of your information, click here

Support Powered by Thru

Clicking on the link spawns the following popup
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Thru. Removal Request

Personal Information Removal Request

Please enter your email address to receive a verification email
Enter Email Address: Email

Enter the code from the picture:
W
d Y 16 NL

SEND

Please enter your email address to receive a verification email, also enter the code from the picture.
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Thru. Removal Request

Personal Information Removal Request

A confirmation has been sent to your email address

Please enter your email address to receive a verification email
Enter Email Address: Email

Enter the code from the picture: Y i
ABX
o e " .
SEND

Once you have enter your email address and the code from the picture you will receive a verification email
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Thru removal request confirmation

notifications@thruinc.net

Th ru e Notification

Diear

You have reguested removal of your personal information from the site thruinc.net. To verify yvour email address
znd confirm removal of information, please click on the link:

thruinc. net/Desktop/RemovalRequest/Confirm/92 1SEEXLBG
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Thru Add-In for Outlook User Guide

THIS THRU USER GUIDE DESCRIBES AND SUMMARIZES THE USE OF THRU ADD-IN (CONNECTOR)
FOR MICROSOFT OUTLOOK

(REFERENCED AS “THRU CONNECTOR FOR MICROSOFT OUTLOOK” IN THE SOFTWARE AND
SHORTENED AS “THRU ADD-IN” IN THIS DOCUMENT).

THIS DOCUMENT HAS BEEN PREPARED SOLELY FOR INFORMATIONAL PURPOSES AND IS BEING
FURNISHED FOR USE BY CUSTOMERS.

DISTRIBUTION OF THIS DOCUMENT IS LIMITED TO CUSTOMERS.

THE THRU USER GUIDE AND ALL INFORMATION CONTAINED HEREIN ARE OF A CONFIDENTIAL
NATURE.

EACH RECIPIENT WILL TREAT IT IN A CONFIDENTIAL MANNER. SUCH RECIPIENT WILL NOT,
DIRECTLY OR INDIRECTLY, DISCLOSE OR PERMIT ITS AGENTS, REPRESENTATIVES, EMPLOYEES,
OFFICERS, DIRECTORS OR AFFILIATES TO DISCLOSE ANY SUCH INFORMATION, AND SUCH
RECIPIENT WILL USE THE DOCUMENT AND ANY RELATED INFORMATION ONLY TO ACCESS THE
THRU SERVICE.

IF EITHER THE RECIPIENT OR THE COMPANY ELECTS NOT TO PURSUE OR CONTINUE WITH THE
THRU SERVICE, THE RECIPIENT MUST RETURN THIS DOCUMENT AND ANY OTHER MATERIAL
RELATING TO THE THRU SERVICE AND THRU, INC., WITHOUT RETAINING ANY COPIES THEREOF.

THE INFORMATION CONTAINED HEREIN IS PROVIDED ON A CONFIDENTIAL BASIS AND MAY NOT
BE REPRODUCED IN WHOLE OR IN PART.

IF YOU NEED MORE INFORMATION REGARDING SERVICE, PLEASE CONTACT:

Thru Support
support@thruinc.com
800.871.9316

© 2020 Thru, Inc. All rights reserved.
909 Lake Carolyn Parkway, Suite 750
Irving, Texas 75039

Phone 214.496.0100 « Fax 214.496.0102
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Trademarks and Abbreviations
Thru, Inc. and the Thru logo are registered trademarks of Thru, Inc.

Microsoft, Windows, and Outlook are trademarks of Microsoft Corporation in the United States and/or other
countries.

Other company or product names used in this manual are trademarks of those companies and may be
registered in certain jurisdictions.

Download Thru Add-In for Outlook

L]
of

To download the latest version of Thru Add-In for Microsoft Outlook, CLICK HERE

More in this section:

System Requirements
Installing Thru Add-In for Outlook
Sending Files and Folders

Setting Thru Preferences
Using Thru Side Panel
Using Thru Explorer

System Requirements — Add-In for Outlook

In order for proper operation of the Thru Add-In for Outlook, the following software and hardware
requirements must be met:

Operating Systems

* Windows 10
 Windows 8.1
« Windows 7
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* Microsoft mainstream support for Windows 8.1 ended Jan. 9, 2018 and mainstream support
for Windows 7 ended Jan. 13, 2015. Thru will continue to provide best effort support of the
Outlook plugin on these operating systems until the end of 2019.

Microsoft .NET Framework 4.5 or greater
Windows administrator access for installation purposed only

Email Clients

* Microsoft Outlook 2016 (both 32-bit and 64-bit versions)
* Microsoft Outlook 2013 (both 32-bit and 64-bit versions)
* Microsoft Outlook 2010 (both 32-bit and 64-bit versions)

Outlook Cached Exchange Mode should be always enabled.
Cached mode is a general requirement for the Outlook add-in to work, it is the default MS

configuration.
With Cached mode disabled we may not be able to resolve recipient addresses in some

scenarios, sometimes it may work, could be intermittent.

o =

Technical Support
«%» New discovered bugs will not be fixed for Outlook 2010.

If you are using an older version, download the latest version here.

Hard Drive Space

+ 28 MB or greater

Y Thru Add-In for Outlook does not support Gmail integrations via IMAP or MAPI; currently,
Thru Add-In for Outlook works only with Microsoft Exchange or Office 365.

Note : Users that are in the BASIC USER GROUP will also not be able to use this Addin/Connector
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Installing the Thru Add-In (Connector) for
Outlook.

Follow the instructions below to install the Thru Add-In (Connector) for Outlook.

Locate and run the setup.exe file.

o¥s The setup.exe file is the ThruOutlook file you downloaded from Thru’s website.
If you have not yet downloaded the Thru Add-In for Outook file, GO HERE.

* The Setup Wizard will change from Install, Upgrade or Repair depending on if you are
installing for the first time, upgrading from a previous version, or simply repairing it to
address and previous installation issues.

Choose the appropriate mode and click Next.

ﬁ Thru Enterprise Connector for Microseft Outlock Upgrade x ‘

Welcome to the Thru Upgrade Wizard T h r u
™

The installer has detected that you already have Thru Enterprise Connector for Microsoft
Outlook installed on your computer, Thru Upgrade Wizard will now upgrade the existing
version to a version 10,9.31356. Computer restart may be required after installation.

Setup will now check for the presence of components required to install Thru Enterprise
Connector for Microsoft Outiook.

WARNING: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in
severe civil or criminal penalties, and will be prosecuted to the maximum extent pessible under
the law.

InstallShield

e

The Thru installer will verify that your system can run the add-in and that you have all the prerequisites for
the install.
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You should see three green check marks as shown below if all necessary components are available.

ﬂ Thru Enterprise Connector for Microsoft Outlook Setup — X |

Verifying necessary components T h r u )

Setup has checked the presence of necessary components required to install Thru Enterprise

Connector for Microsoft Outlook.
° Microseft Windows 7 or greater 0K
@ NET Framework 4.5 0K

0 Microsoft Outlook 2013 or 2016 32 bit 0K

Mo errors have been detected.

Click Next to continue installation.

InstallShield

Cancel < Back Mext =

You will need to accept the licensing agreement

ﬂ Thru Enterprise Connector for Microsoft Outlock Setup — X |

e Thru.

Please read the following license agreement carefully. To install Thru Enterprise Connector for
Microsoft Outlook you must accept the license terms below.

CAUTION! THIS LICENSE APPLIES TO Thru, Inc. ("Thru"), OF, 909 ~
LAKE CAROLYN SUITE 750 IRVING, TEXAS 75039, Thru ® Enterprise
Connector for Microsoft Outlook SOFTWARE THAT YOU HAVE AGREED
TO THE USE AND ITS LICENSE (collectively, the "Licensed Software").
BY LOGGING IN AND YOUR USE OF THE LICENSED SOFTWARE
INDICATES YOUR ACCEPTANCE OF THE TERMS AND COMDITIONS
OF THIS LICENSE, AND YOUR AUTHORIZATION TO
CONTRACTUALLY BIND THE PERSON OR ENTITY ON WHOSE
BEHALF YOU HAVE DONE SO, IF ANY. IF NOT, YOU SHOULD
IMMEDIATELY RETURN THE LICENSED SOFTWARE OR CEASE ITS
USE, FOR A REFUND OF ANY AMOUNTS PAID FOR THE LICENSED

()1 accept the terms of the license agreement
(®) I do not accept the terms of the license agreement

InstallShield

Cancel < Back Mext =
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Click Next and the Setup Wizard will then install Thru Add-In for Outlook.

Select Components to Install

be installed.

SR=H|Thru Enterprise Connector for Microsoft
2-| Thru Explorer
=:| Thru Connector for Microsoft Outioot

ﬁ Thru Enterprise Connector for Microsoft Outlook Setup - * |

Select the way you want Thru Enterprise Connector for Microsoft Outlook to I h r u ®

Click the icons in the tree below to change the way features will be installed.

Thru Enterprise Connector for
Microsoft Outlook

Applications for working with Thru
distributions, files, and folders in
Microsoft Qutiook.

This feature has 2 of 2 subfeatures
selected. The subfeatures require
22MB on your hard drive.

< >
Location: C:\Program Files (x86)\THRLU\ Browss..
Reset Disk Usage
InstallShield
Cancel < Back Next >

If the Setup Wizard detects a previous configuration you will be presented with these options

Thru Enterprise Connector for Microsoft Outlook
Configuration

Please select an option before proceeding:

Use the previous configuration

Update configuration

IrstalShield

;@ Thru Enterprise Connector for Microsoft Outlook Setup — x |

Thru.

Setup wizard has detected configuration from the previous installation.

Note that you will have to re-enter Thru settings if you select to reset configuration.

Cancel < Back Install
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6 Thru Enterprise Connector for Microseft Outlock Setup — X ‘
Installing Thru Enterprise Connector for Microsoft
Outlook r u s

Please wait while the Setup Wizard installs Thru Enterprise Connector for Microsoft
Outlook.

Status:

InstallShield

Once the installer is finished installing the add-in, it will give you the following screen stating that the
software has been successfully installed.

'E' Thru Enterprise Connector for Microsoft Outlook Setup — * |

Installation Complete T h ru &

Thru Enterprise Connector for Microsoft Outhook has been successfully installed,

Click the Finish button to exit the Setup Wizard.

InstallShield

Click Finish to finalize the installation. You will need to restart your computer prior to starting Outlook again
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so that the installation can be properly finished.

Removing Thru Add-In for Outlook

Removing the Thru Add-In for Outlook can be performed in two ways listed below:

1. Thru Installer — using the same Thru provided installation application for removal. Run the “setup” file
again but this time choose the remove option, and follow the on-screen prompts.

ﬁ Thru Enterprise Connector for Microsoft Outlock Setup — et ‘

Welcome to the Thru Setup Wizard T h ru.

Setup has detected that you already have Thru Enterprise Connector for Microsoft Outiook
version 10,9.31356 installed on your computer,

Please select whether you want to repair or remove Thru Enterprise Connector for Microsoft
Outlook version 10.9.31356.

(_) Repair Thru Enterprise Connector for Microsoft Outlook installation

(#) Remaove Thru Enterprise Connectar for Microsoft Outlook

InstalShield

et

2. Windows native Uninstaller — Navigate to the following settings below: Windows Start > Control
Panel > Programs (Uninstall a Program) > Thru Enterprise Connector for Microsoft Outlook

B Microsoft Visual C++ 2010 x64 Redistributable - 10.0.... Microsoft Corporation 05/06/2017
™ Thru Enterprise Connector for Microsoft Outlook Thiru, Inc. 05062017
ﬂMinﬂiﬂﬁ Visual C++ 2012 Redistributable (x64) - 11.0.... Microsoft Corporatior Uninstall

@ Adobe Photoshop CC 2014 Adobe Systems Incorg Repair

Bl ~dobe Bridge CC (64 Bit) Adobe Systems Incorporaven UITUOrEUTT
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Sending Files and Folders — Thru Add-In for
Outlook

Follow the instructions below to send a Thru email using the Thru Add-In for Microsoft Outlook.
1. Click New Email in the Outlook toolbar. A new message window opens.

2. Click Send with Thru under the Outlook Message tab

I Message I Insert Options Format Text Review Help Thru

:. a
rugp '
O - h

Send
with Thru Pafte B 1
Thru Clipboard [
= s
Fromw

_ljl To..
Send

Ce..

Bee...

Subject
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Platform

3. Click Attach on the toolbar to send local or online files/folders.

User Guide - Open

Insert Options Format Text Review Help Thru
-2, \ Request Login 4% Cut
. EX t D t = |
send | Attach " Expiration Date acte By Coy . ,
T i) | < 30 days (16/03/2018)  ~ - ¥ Format Painter
Attach Local Files Clipboard e
= Attach Local Folder » Explore
Attach Online Files/Folders Attach by Name
From~
To.. ‘
Send
Cc... ‘
Bee... ‘
Subject
4. Select files/folders through the Explore or Aftach by Name selection
5. Optionally, you can send a private message:

a. Select the Thru tab, and then click Private Message.
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Message Insert Options Format Text Review Help
6{2, s \\ v_‘ ?;::Expiration Date 0
Lr-] - 30 days (16/03/2018) ~
Send  Attach | Private JRequest Request a Thru
with Thru - Messagel| Login MNotification Help
Thru
= © c T ¥ -
Fromw
To.. |
Send
Cc.. |
Bce.. |
Subject
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Note: Private Message will not be viewable in the e-mail itself.

The recipient will need to follow the CLICK HERE link in order to read the Private Message. Save Cancel

b. A message composition window opens where you can type in your private message.

The message that you type into the Private Message window will not be displayed in the regular email
window. Instead, your recipients will have to click on the “Click Here” link to see your private message.

c. Type your message, and then click Save.
6. To send a link:

a. Click Link and choose from the following:



* Link Local Files: This will attach files from your local drive.

* Link Local Folders: This will attach folders from your local drive.

* Link Remote Files/Folders: This will attach files or folders from your Thru server that you have
already uploaded

b. Select the file you want to link to, and then click Open.
7. Type the recipient’s email address.
+ Type an email in the Cc field to send a carbon copy of the email to a recipient.
8. Click Send to send your Thru email and any attached files or links.
This will start the Transfer Manager, and will upload the files that you have attached.

After this has been completed, the recipient will receive an email notification that a file or private message is
waiting for them.

Once they have read the private message or downloaded the file you have sent them, you will receive an
email notification that the recipient has received your information.

Setting Expiration Dates

To prevent recipients from downloading files or folders indefinitely, follow the instructions below to define
expiration dates for files sent with the Thru Add-In for Outlook:

1. Click Expiration Date on the toolbar. The Select Date window opens.
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Message Insert Options Format Text Review Help Thru

(,'/Zf 1"1 \ v_. - Expiration Date 0
Send  Attach Pri\:r;t_e Request Request a 30 days (16/03/2018) I Thru
with Thru - Message Login MNotification 1 day (15/02/2018) Help
3 days (17/02/2018)
Thru 7 days (21/02/2018)
- A c t v s 14 days (28/02/2018)
21 days (07/03/2018)
_ _ 30 days (16/03/2018)
;El Fromw alexei.godek@thruinc.com 60 days (15/04/2018)
Too ‘ 90 days (15/05/2018)
Send 6 months (14/08/2018)
Cc. ‘ 1 year (14/02/2019)
‘ Select Date...
Bce..
Subject
I
"E Select Date X
1 March 2018 4

Mon Tue Wed Thu Fri Sat Sun
26 27 28 1 2 3 4

5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31 1

2 3 4 5 6 7 8

Today: 14/02/2018

Ok Cancel
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2. Select the date you want the files to expire from the calendar, and then click OK.

Receiving a Thru Message

When a user sends a message with Thru, the recipient of the message will receive an email notification that
looks like the following image:

From:
To: examplel@acme.com

Co: exampled @acme.com

Rephy To A

You have just received files

Click here to download your file(s)

Or, copy this link to a browser: https://demo.thruinc.net/Desktop/Distro/Open/example

Example mail body

Tracking D= T111-111-11111-11111

The email notification contains custom branding and messaging that can be set by a company’s Thru
Administrators.

To access files for download, the recipient clicks on the linked text or URL and is directed to a secure
download page.

An expiration date set by the sender is also listed to let the recipient know when the files will become
unavailable for download.

! ifa recipient needs to download files after the set expiration date, they will have to contact
the sender of the files and request that the date be extended.

Below is an example of a message that would be sent by Thru, Inc.
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T h r u ° Secure Delivery

You have just received files

Click here to download your file(s)

Or, copy this link to a browser: https://demo.thruinc.net/Desktop/Distro/Open/008F6F1THZX

Example distribution

Tracking ID: T478-008-668943-86576

This email was sent by: Thru, Inc.
909 Lake Carolyn Parkway, Irving, TX 75039

© Copyright 2017 Thru, Inc. All rights reserved.

About Thru, Inc.

Thru provides powerful cloud-based services and solutions delivering enterprise class performance in global content delivery and
management.

www.thruinc.com

tlinlelf s

Requesting Login (Registered Deliveries)

Before sending a Thru message, you have the option of using the Request Login feature that requires
recipients to register before they are allowed to download the file or folder you have sent them.

With this feature enabled, the recipient cannot download any contents sent with Thru unless they have a
registered username and password.

This section will show you how to enable Request Login before sending files and also explains how
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recipients can set up their username and password to download files.

1. To require recipients of a Thru message to register before downloading content, click the Request
Login icon while composing your Thru message.
Your message will be sent with this feature enabled.

ﬂ Message Insert Options
9

Thru ( " J

Send  Attach Private | Request] Request a
with Thru - Message] Login JNotification

Thru

2. Type and send your Thru message.
Refer to the following section to learn how to receive a download link that requires registration:

Receiving a Reqistered Download Link

Add Thru Dropbox™ Link to Email Signature

e
= c——"1
Any Thru user with a Home folder can create a Thru Dropbox™ link to include in an Outlook email signature.

This link allows non-Thru users to securely send large files and sensitive information directly to a user’s
Thru Dropbox.

All of this mail goes directly into Thru Dropbox, which is accessed by the Thru user in the same way as any
other email.
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The URL link format is: https://companyname.thruinc.net/Desktop/Dropbox/
Create/?toemail=name@companyname.com

To create your link, copy the URL link format above; substituting your company name and your Outlook
email address as in this example:
https://demo.thruinc.net/Desktop/Dropbox/Create/?toemail=name@abctechnology.com

To add a Thru Dropbox link to your Outlook signature:

Go to Outlook Options by selecting File > Options
In the Options window, select the Mail tab.
Select Signatures.

DN~

In the Signatures and Stationery window, select an existing e-mail signature to edit or select New to
create a New Signature.

In your e-mail signature add a line such as “My Thru Dropbox™: Send me files securely”

Select the “Send me files securely” text with the mouse and right-click.

Select Edit Hyperlink.

Insert the Dropbox link into the URL field, and then click OK.

© N o o

Setting Thru Preferences

You can access Thru Preferences in Outlook’s menu by selecting File > Thru Settings


https://demo.thruinc.net/Desktop/Dropbox/Create/?toemail=name@abctechnology.com

Platform User Guide - Open

©

Info

Open & Export
Save As

Save Attachments
Print

Account
Feedback
Support

Options

T. Thru Settings

Exit

Connection

Connection allows you to set the Thru Server URL.
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n Thru Settings >

Connection Message Policies Proxy Settings

ir!x Thu Senver URL [ttps-idemao thruing net
Usemame aexampleuser@thruine com
Password

Forgol password

et

Enter the following information:

* Your company’s Thru URL: (i.e. https://companyname.thruinc.net)
* Your username: (i.e. Demo User)
* Your password: The password that you entered during initial account creation

Message Policies

Message Policies allows you to set automatic behavior for sending files based on size or file type.
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Connection Message Pobcies Proxy Settings

:| Sawve Aftachments With Sent llems

[ | Automatically send without wamings if any restriction is matched

J Jsa "Send with Thiu" for fotal attachment size
Greater than: |5 = MB
.—l Jse "Send with Thru” for attachment types

(@) Include file types listed below
() Exclude file types listed below

Extension  File type #
ad ADI File
dl Al File
= aill AlFF Formal Sound
= av AV File
ban BIN File
= bmp BMP File
calpart  CATPART File ~
v Including files with no extensions Add..

carca | ropy

Attachment Management

When “Save Attachments With Sent Items” is selected, all the actual locally-attached files will be saved in
the Outlook sent items folder.

For example, if you attach a PDF from the desktop and this option is checked, the PDF will show in the sent
folder.

If it is not checked, only the Thru stub file (a small text file) will appear.

This option helps to keep local storage under control.

Attachment Restrictions

You can set a maximum for the total attachment size that can be sent as a regular attachment without Thru.
If you set this to 0, all attachments will be required to use Thru.

Restrictions can also be placed based on file type. If you try to send a file that is restricted, a notification will
appear:



Platform User Guide - Open

Thru Enterprise Connector for Microsoft Qutlook >

0 Message policies require sending the attachments in ‘Send with Thru' mode

! Tofal size of attachments is 0. 1MB and exceeds allowed size of 0MB
Nole: Altachment Restrictions can be reviewed and modified in Thru Settings menu

Please salect how o procead:

Confinue in "Send with Thiu' mode Remove ALL Attachments and Send Do not Send

The notification tells what rule has been violated and gives you options to send in Thru Send Mode, Remove
the attachments, or to not send the email.

You can prevent the warning from appearing by setting the policy to “Automatically send without warnings if
any restriction is matched’, which will direct all emails to only use Thru Send Mode for all attachments.

Proxy Settings

Click the Proxy Setting tab to access these options.
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n Thru Settings %
Connection Message Policies Proxy Settings
O Always use |E proxy setings (nol configured)
'i Direct connechon
(") Configure proxy server
Sanvel http
Port 3128 =
Proxy authorization required

Lsermame

Password

cos

These options should be left as default to ensure proper functionality.

Using Thru Side Panel

Thru Side Panel is a tool within the Thru Add-In for Outlook for users to add, manage and download content
from their Thru file system without leaving Outlook.

Watch this quick video and learn how to navigate your files and folders within the Thru Side Panel:
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Note: This feature is only available in Outlook 2013 and above.
The side panel contains two tabs, Sent Items and Your Files, where users can view transactions sent with
their Thru account and navigate their Thru file system.

This section of the Add-In for Outlook User Guide will demonstrate the different actions that can be
performed using Thru Side Panel.

-*_l' Transfer Status € Help ~

Thru Explorer
D]View Side Panel

Thru N

Thru Side Panel v X
Thru Q

] Example Message 09/10/2017 17:14:19
exampleuser@thruinc.com

] New Software Upd ate 09/10/2017 16:46:48
* chris.david@abctechnology.com

Client Information 09/10/2017 16:45:16
Jake.smith@abctechnology.com

uplnad file !! 06/09/2017 17:33:36
exampleuser@thruinc.com

Also in this section:
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Open Thru Side Panel
Using Sent ltems Tab

Using “Your Files” Tab

Search Bar

Open Thru Side Panel

User Guide - Open

To open Thru Side Panel:

Navigate to the Thru section of the Outlook toolbar and click View Side Panel.

The side panel automatically displays on the right side of the Outlook window.

€ Help ~

l_i Transfer Status

Thru Explorer
[T] View Side Panel

Thru

252 New Group Search People

mEmE E<C R P

Move Rules OneMote

[} Address Book
Br: G
Assign Unread/ Categorize Follow F ks Groage

Policy - Read = Up - T Filter Email -
Move Tags Groups Find
Wed 140272018 11:59
D donotreply@thruinc.net
Example
To
@ 15 there are problems with how this message is displayed, dick here to view it in a web browser. .

Thru.

From:

To:

Ce:

Reply To Al

Secure Delivery

You have just received files

Click here to download your file(s)

Or, copy this link to a browser: hitps://demo.thruine net/Desktop/Distro/Open/008FEF1ITHZX

Example distribution

Copyright Thru, Inc. 2002-2019

-.* 4§ Transfer Status 6 Help -
o Thru Explarer
[T] view Side Panel
Add-ins Thru -
Thru Side Panel e

sent Items

2 here is a file A7/11/2007 14:05:11

* exampleuser@thruinc.com
Example Message 09/10/2017 17:14:15
exampleuser@thruinc.com
Mew Software Update 09/10/2017 16:46:48
«chris.david @abctechnology.com

X Client Information 09/10/2017 16:45:16
jakesmith@abctechnology.com
upload file !! 06/09/2017 17:3%:36

exampleuser@thruinc.com
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Using “Sent Items” Tab

After sending files or folders using the Thru Add-In for Outlook, you can view the message details within the
first tab of Thru Side Panel, Sent Items.

From here users can view: the email subject line, recipient email address, date and time of the transaction,
and the download status of sent content.

Thru Side Panel v X
Thru

] here is a file 17/11/2017 14:05:11

exampleuser@thruinc.com

Example Message 09/10/2017 17:14:19
exampleuser@thruinc.com

New Software Update 09/10/2017 16:46:48
chris.david@abctechnology.com

Client Information 09/10/2017 16:45:16
Jake.smith@abctechnology.com

upload file !! 06/09/2017 17:33:36
exampleuser@thruinc.com
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Download Status Icons

Icons will appear next to each message that indicate the download status of each Thru message. Below are
the definitions for each icon:

All files and folders have been downloaded by the recipient.

? Files or folders have not yet been downloaded by the recipient.

X Files or folders are expired and can no longer be downloaded.
Also in this section:

Edit Sent Iltems
Refresh Sent Items

Edit Sent Items

T
To edit a Thru message from the Sent Items tab:

Double-click any message; the “Edit Thru message” window opens. You can also right-click any message
and click Open.

This window shows additional details of a Thru message like the tracking number, expiration date, message
body, attached files and whether or not the message has a password requirement to download files.

From here you can make multiple changes to a Thru Email after it has been sent.

Change Expiration Date

Immediately Expire Attached Files

View Attachment Details

Remove Attachments
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Undo Changes to Sent ltems

Delete Thru Message from Sent ltems

Note: Be sure to always click “Save Thru and Close” after making changes.

Thru Side Panel v X

o here is a file 17/11/2017 14:05:11

*  exampleuser@thruinc.com
Example Message Expire Now 7:14:19
exampleuser@thruinc.com Refresh Sent Thru List
New Software Update Delete 6:46:48
chris.david@abctechnology.com

+ Client Information 09/10/2017 16:45:16

Cllent Information UJ/ IUfEU I 1D4D.10

jake.smith@abctechnology.com

upload file !! 06/09/2017 17:33:36
exampleuser@thruinc.com
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E}'ﬂ Here are your files | - Edit Thru message
File Edit Help
M Save Thru and Close ¥ | &3

m Here are your files !

Sent: 14/02/2018

Tracking #: T478-012-71344-89645

Expires: 16/03/2018

To: exampleuser@thruinc.com
Cc

Bec:

Expires: |16/03/2018 i [ Now
Attach:

Also in this section:

Refresh Sent ltems

Change Expiration Date

ﬁl_' Colab_SpreadSheetxlsx (8.33 KB); ﬂi Collaboration Doc.docx (902,52 KB);

Password: M/A

All files and folders sent with Thru have a download expiration date that can be modified at any time. When

sent files are expired, they are no longer able to be downloaded by recipients.

To change the expiration date of files and folders:

Click the drop-down arrow next to Expirations in the Edit Thru message window and choose a date from the

calendar.
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Sent:

Here are your files !

14/02/2018

To:

Cc:

Bec:

Expires:

Attach:

exampleuser@thruinc.com

16/03/2018

1 March 2018

Mon Tue Wed Thu Fri
26 27 28
5 6 7
12 13
19 20

); E Collaboration Doc.docx

26

After changing the expiration date, click Save Thru and Close at the top of the window.

File Edit Help

g Save Thru and Close | ) | 53

Here!| Save Thru and Close

Sent: 14/02/2018
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Immediately Expire Attached Files

To immediately expire sent files from being downloaded by recipients, you have two options.

The first option is to click the Now button within Edit Thru message.

Here are your files !

Sent: 14/02/2018

= exampleuser@thruinc.com

Ce:

Bec:

Expires: [01/04/2018 -
Attach: —

H’r Colab_SpreadSheet.xlsx (8.33 KB); H'__C] Collaboration Doc.docx (902.52 KB);

After expiring files, click Save Thru and Close at the top of the window.

File Edit Help

2 Save Thru and Close | ¥} | 53
Here!| Save Thru and Close

Sent: 14/02/2018

The other option is to right-click the message from Sent Iltems and then click Expire Now.
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Thru Side Panel v X

» Here are your file< ! 14/02/2018 12:21:50
*  exampleuser@thrui Open

here is a file 7/11/2017 14:05:11

Refresh Sent Thru List

Delete
Example Messagu J9/10/2017 17:14:19

exampleuser@thruinc.com

9

* exampleuser@thruir

View Attachment Details

To view the attachment details of a Thru message, right-click any attachment from the Edit Thru message
window and click Show Attachment Details.

Copyright Thru, Inc. 2002-2019 Page 157 of 414



Platform User Guide - Open

Here are your files !
Sent: 14/02/2018
To: exampleuser@thruinc.com
Cc
Bec:
Expires: |01/04/2018 B~ MNow
Attach: —
ﬁ* Colab_SpreadSheet.xlsx Select All Attachments Doc.docx (902.52 KB);
I Show Attachment Details I
Copy
Remove

The Attachment Details window opens. From here, you can view the file name, location, full path on the
Thru Server, and the attachment size.

Colab_SpreadSheet.xlsx - Attachment Details X

Attachment: @ Colab_SpreadSheet xisx

Location: Thru Server (emeademo.thruinc.net)
Full Path: \FOLDERS\OUTBOX\exampleuser_thruinc.com\2018-02\14\Here are your files \Colab_SpreadSheet xisx
Size: 8.33KB

OK

Click OK to close the Attachment Details window.

If any changes are made you may see the following window
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Eﬁ Thru ® Enterprise Connector for Microsoft Outlook hat

! You have modified Thru message parameters but did not save them.
A\

—_——

Do you want to save changes to Thru server?

Yes, Save Changes No, Discard Changes Continue Editing

Remove Attachments

To remove sent attachments, right-click on any attachment from the Edit Thru message window and click
Remove.

This will prevent recipients from accessing and downloading the sent attachments.

Here are your files !

Sent: 14/02/2018

To: exampleuser@thruinc.com

Cc:

Bcc:

Expires: [16/03/2018 El~ MNow
Attach: —

ﬂ'r Colab_SpreadSheet.xlsx (8.33 KB); T Tmm e

Show Attachment Details

Copy
I Remove I
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After removing attachments, click Save Thru and Close at the top of the window.

File Edit Help

2 Save Thru and Close | ¥) | 53
Here!| Save Thru and Close

Sent: 14/02/2018

Undo Changes to Sent Items

To undo any changes made in Edit Thru message:

Click the undo icon at the top of the window.

EEI Here are your files ! - Edit Thru message

File Edit Help

2 Save Thru and Close EET

Here are your files !

Sent: 14/02/2018

Delete Thru Message from Sent Items

To delete Thru messages from Sent Items :

Right-click on a message and click Delete.

Warning : Deleting a message from Sent Items will permanently delete the message and all attachments

from the Thru server.
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This will cause all files to not be downloadable by recipients.

User Guide - Open

You will be asked if you want to permanently delete a message every time you attempt a deletion.

» Here are your files !
*  exampleuser@thruinc.com

14/02/2018 12:21:50

7 hereis afile
* exampleuser@thruinc.com

17/11/2017 14.05:11

Example Message
exampleuser@thruinc.com

09/10/2017 17:14:19

New Software Update
chris.david@abctect Open

Client Informatio Expire Now
jakesmith@abctechr  Rofresh Sent Thru List

09/10/2017 16:46:48

9/10/2017 16:45:16

3¢ upload file 6/09/2017 173336

exampleuser@thruinc.com

Warning!

Yes

Are you sure you want to permanently delete the selected
Thru mail item?

No
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Refresh Sent Iltems

To ensure that the Sent Items list has the latest updates and changes:

Right-click on any message and click Refresh Sent Thru List.

Thru Side Panel v X

» Here are your files ! 14/02/2018 12:21:50
* exampleuser@thruinc.com

2 here is a file 17/11/2017 14:05:1
* exampleuser@thruinc.com Open
Expire Now
Example Message g _ 119
exampleuser@thruinc.com Refresh Sent Thru List
Delete i
New Software Update . 5:48

chris.david@abctechnology.com

Using “Your Files” Tab

The second tab within Thru Side Panel, Your Files, is where you can access and manage all files you have

stored in Thru.
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Thru Side Panel v X

'E: \ FOLDERS \

By Name a
—
- COMPANY FOLDERS

f—
- HOME

- OUTBOX

Navigate within your file system by double-clicking on folders and by using the folder path located above the
folder tree.
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Thru Side Panel v X
Thru Q

E: \ FOLDERS \ COMPANY FOLDERS \ Marketing & Advertising \,

By Name ¥

==
EE‘ Work Inefficiency.xlsx
7.99 KB, modified by Example User on 15/02/2018 10:18:40

e

pdf
145.41 KB, modified by Example User on 15/02/2018 10:18:39 Bl

Wireframes.pdf

Team Onboarding.xlsx

15.89 KB, modified by Example User on 15/02/2018 10:18:40

e

odf  New Projects pdf

327.04 KB, modified by Example User on 15/02/2018 10:20:31

e

odf Existing Project Additions.pdf

5.69 MB, modified by Example User on 15/02/2018 10:19:30

e

pdf
2.82 MB, modified by Example User on 15/02/2018 10:19:28

Discounts_Fourth-of-July_2015.pdf

Right-click on any file or folder within Your Files and you will see the various actions that can be performed.
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Thru Side Panel v X
Thru

Sent ltems Your Files
T:: \EOLDERS \ COMPANY FOLDERS Marketing & Ad'..*ertising A

I

By Name ¥
== Work Inefficiency.xlsx |
7.99 KB, modified by Example Send 0
a _ Open
odf Wireframes.pdf  ¢,0
145.41 KB, modified by Exampl ~ Save As 139 |
: : Copy Public Link
Team Onboardinc By
Share
15.89 KB, modified by Example Upload Files 40
Eﬂf New Projects.pdf Upload Folders
327.04 KB, modified by Exampl Publish 131
a Copy
odf Existing Project A Move
5.69 MB, modified by Example  Rename i0
a Delete
Discounts_Fourth .
pdf - Properties
2.82 MB, modified by Example Activity Stream '8

Publishing Details

Refresh
39.00 KB, modified by Example sui vit isjvesevio iveiodl

Campaigns.doc

=
E‘ Campaign.doc

33.00 KB, modified by Example User on 15/02/2018 10:18:41

Read about actions that can be performed in Your Files below:
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File and Folder Actions

Search Bar

File and Folder Actions

This section explains multiple actions you can perform within the Your Files tab of Thru Side Panel.

T:: \ FOLDERS \ HOME \ exampleuser.thruinc.com \ My Documents \
Sort by Name 4

[—
| Folder Example

Open

— _ Send
I Important Files Save
Save As

Copy Public Link
— Share

ﬂ;‘ clouds.docx Upload Files
161.72 KB, modified b}l" Examp Upload Folders 45:57

[—
I Resume Examplg

Colab_SpreadSh Move
Rename

8.33 KB, modified by Exampl 51
_ MOGHEa DY EEATPEL Delete
Ei Collaboration D Properties
_.e"-. k] k]
334.15 KB, modified by Examg A \CUVity Stream {5, 5

Refresh

Open Files/Folders
Send Files/Folders
Copy Public Link

Share Files/Folders
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Upload Files/Folders
Publish Files/Folders
Move Files/Folders

Rename Files/Folders

Delete Files/Folders

Versions
Create New Folder

View Properties and Activity Stream
Refresh Folder

Send Files/Folders

User Guide - Open

To send files/folders from Thru Side Panel:

Right-click files/folders and click Send. Outlook will automatically compose a Thru Email with your selected

attachments.
Fill in the additional details of your email and click the send button.

To learn more about sending a Thru Email in Outlook, refer to Sending Thru Email

E: \ FOLDERS \ HOME \ exampleuser.thruinc.com \

——
- Folder Examnle
Open

f—
I Important Fil S

Save
—

B My Documer Save As
Copy Public Link

Example :
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Page 167 of 414



Platform

User Guide - Open
Message Insert Options Format Text Review
Thru C/? \ Request Login 3% Cut
Send  Attach Explratlon Date Eg Copy
S AT 30 days (16/12/2017)  ~ raste ' Format Painter
Thru Clipboard ¥
= h>) e 0 ¥ -
Fromw
To..
Send
Cc..
Bce..
Subject
Folder Example.link.txt
Attached 5 KB

Open Files/Folders

To open files/folders from your Thru folders, there are three options

1. Open: Double-clicking individual files from Thru Side Panel will automatically download and open files in
the appropriate application on your desktop. Another way to download and open files is to right-click a file
and click Open.
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8.33 KB, modified by OPeN )17 13:45:51
Save

ﬁ_ Collabore
(5"

Save As
334.15 KB, modified | Copy Public Link 2017 11:00:45

Share

2. Save: To download files or folders directly to the Downloads folder on your desktop, right-click a file or
folder and then click Save.

] Colab_SpreadSh: .,

8.33 KB, modified by Example Open 51
= : Save
ﬁ_*- Collaboration Dc
& Save As
334.15 KB, modified by Exam o 0:45
/ P Copy Public Link
Share

3. Save As: To choose a specific folder on your desktop to download files or folders to, right-click a file or
folder and then click Save As.

X Colab_Spreads™ ¢4

8.33 KB, modified by Examj Open 15:51
. Save
ﬁ_-- Collaboration [
& Save As
334.15 KB, modified by Exan :00:45

Copy Public Link

Share
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Copy Public Link

User Guide - Open

Clicking on Copy Public Link from your files in the Outlook Side Panel, creates a public link directly to the

file

HZEKL Collaboration Doc.docx

334.15 KB, modified by Example User on 09/10,

That link can then be pasted directly into a Microsoft Application as a self contained hyperlink.
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Fromw

Subject

Collaboration Doc.docx

Share

Share allows the user to create a link to a file from Outlook side panel, public or protected by self-

registration
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m—é Collaboration Doc.docx

334.15 KB, modified by Examp  >€Nd 5:52
Open
Save
Save As
Copy Public Link
Share
Upload Files
Upload Folders
i Publish
Eﬂ Share Collaboration Doc.do... — X
File Collaboration Doc.docx
can be downloaded via direct link
Public link
Anyone with this link can download the file
https://emeademo.thruinc.net/Publishing/l Copy v

Link active -

Protected link

Create link

Only registered users with this link can download the file

Close
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Share also allows a user to share a folder

[J4 Share My Documents — X

Folder My Documents can be shared via direct link:

https://emeademo.thruinc.net/Folder/14637 Copy v

Only users of the site https://emeademo.thruinc.net with
permissions can access the folder

Close

Note : Only to users of the site with permissions to access the folder

Upload Files/Folders

To add Outlook emails, files or folders to Thru Side Panel, there are multiple options:

Drag and Drop
To drag and drop Outlook emails, files or folders to your Thru file system using Thru Side Panel:

Select the files, folders or emails you want to upload to Thru and drag them to any folder within the Your
Files tab.

Dragging and dropping content to the side panel will trigger the Thru Transfer Manager to upload the files to
the Thru server.

Once files are finished transferring, the files will auto-populate in the folder that you dropped them in.

Below is an example of dragging and dropping an Outlook email to Thru Side Panel.
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=] .
z B g Thru Side Panel
Pot¥icesors okl M notifications@thruinc.net Thru a
Q
4 Today Thru Notification
netifications @ thrune net ! . Sant Ikemns Your Files
Lankce Pl e A 1 theve are problerns with b this message is displaye B 1 WHQHEY £a h AL e
e
notifications@thranc net
e D B Foider Bxampie
- i Important Files
notifications@thruinc nat [
Thww Woifization 1208
- i Resume Examgle
& Wonilay
@ cloudsdoc
Mon 109 Thew Server: EMEAdama, Thruins net % 161.72 KB, modiied by Example User on 031052017 13:85:51
This natification s for the following folder(s): =
— FOLDERS HOME B Colab SpreadShect s
nwﬁcapons-ﬁ'thrunc nat 233 KB, modified by Example User on 0102017 13:85:51
Thww higsificaian - L WWaming Slert Mon 105 ]
T A . cnet B FOLDERSHOMEjeampleusar. thiuire, com d g | Collaboration Docdoo:
notifications@thruine nat Hame: Foider Example 33,15 KB, medied by Bxsmples Ussr on TU2017 110045
Thrw Nesification - Addrin Swtersion Warring Alert 16 Fikes) Mon (0 Type: Falder
e T e R Operation: Mawed Cut

Note: All Outlook emails added to Thru are automatically saved in the Outlook Message Format.

Thru Q

T:: \ FOLDERS \ HOME \ exampleuser.thruinc.com \ My Documents \ Important Files \

Sort by Name 4
=i )
ﬂg‘ Collaboration Doc 1.docx

334.15 KB, modified by Example User on 10/10/2017 10:53:29

:_I -
mg‘ Collaboration Doc 2.docx

565.31 KB, modified by Example User on 10/10/2017 10:53:32

mg Collaboration Doc 3.docx

1.32 MB, modified by Example User on 10/10/2017 10:53:33

. é Thru Notification.msg

87.00 KB, modified by Example User on 16/11/2017 16:04:57
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Manual Upload
To manually upload files/folders:

Right-click a folder (or anywhere within a folder) and click either Upload Files or Upload Folders.

T:: \ FOLDERS \ HOME \ exampleuser.thruinc.com \ My Documents \

Sort by Name 4

P—— .
- Folder Exar Open
— Send
I Important F Cave
P— Save As
- Resume Exz Copy Public Link
— Share
NE‘ clouds.doc Upload Files
H-EE Colab_Spre Move
o Rename
8.33 KB, modified by Ex; 7 13:45:51
_ Delete
Ei Collaboratic  Properties
— [

334.15 KB, modified by | /ctivity Stream 515 446045
Refresh

Publish

To make a file available for download via a Published page use the Publishing feature, you must be a user

in the Publishing Users group to get access to this function.
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Once you have submitted your file for publishing, a user belonging to the Publishing Administrators
group will need to approve publishing of the file.

To publish a file from the Outlook Add-in into Thru :

Select the file is question and from the right click menu select Publish

T:: % FOLDERS \ HOME \ exampleuser.thruinc.com \ Publish

Sort by Name 4
(-]

oclf Thru_Digital_Asset_Management_Datasheet.pdf

1.16 MB, modified by Example User on 17/11/2017 10:34:58

e

pdf
3.81 MB, modified b  Send 17 10:34:56

Thru_Security_Overview.pdf

Open
Save

Save As

Copy Public Link
Share

Upload Files
Upload Folders T

Move
Rename
Delete

A Send Publishing Request window will appear, select the Collection that the file needs to be published
under
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Send Publishing Request

Collection

X
«& Documentation

Note: Selected collection is active

Link Text:

Thru_Security_Overview. pdf
Link Description:
Note: Default link text anc

View/Edit Defaults

Request Note:

Please publish ASAP

Send Cancel

Move Files/Folders in Side Panel

To move files/folders to a different folder within Thru Side Panel:

1. Right-click a file/folder and click Move. The Move Folders and Files window opens.

2. Navigate the folder tree and select the new location you want to move files/folders to
3. After selecting the folder, click Move at the bottom of the window.
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P—
I Folder Examj

—

I Important Fil

—
- Resume Exan

—
ﬂ;‘ clouds.docx

161.72 KB, modified by Ex

==L

8.33 KB, modified by Exan

Colab_Spreac

E_ Collaboratior

D

334.15 KB, modified by Ex

Copyright Thru, Inc. 2002-2019
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Properties
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7 11:00:45
Refresh
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C@ Move Folders and Files

Select the folder where you want to move folder to. Then click the Move button.
(3 Thru Server (emeademo thruinc.net)
EHP COMPANY FOLDERS
=4 HOME
. =4 exampleuser thruinc.com
e
. [#® My Dropbox
[ OUTBOX

To view subfolders, click a plus sign above.
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@ Move Folders and Files

Select the folder where you want to move folder to. Then click the Move button.

[j Thru Server (emeademo.thruinc.net)
EHP COMPANY FOLDERS
18 HOME
=& exampleuser.thruinc.com
553 My Documents
. @3 Folder Example
o
[+ Resume Example
[+1% My Dropbox
HO OUTBOX

To view subfolders, click a plus sign above.

Move

Rename Files/Folders

Cancel

User Guide - Open

To rename files/folders in Thru Side Panel:
Right-click a file/folder and click Rename.

Type in the new name and then press Enter.
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E: \ FOLDERS \ HOME \ exampleuser.thruinc.com My Documents %

i Folder Example
i Important Files

i Resume
p—

ME‘ clouds.dc

161.72 KB, modified b
L

H=E‘ Colab_Sp

8.33 KB, modified by

Eﬁ Collabora
&

33415 KB, modified E

Open
Send

Save
Save As /2017 13:45:51

Copy Public Link
Share

Upload Files
Upload Folders

17 13:45:51

Move /2017 11:00:45

Rename

Delete
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Sent Items Your Files

E: \ FOLDERS \ HOME \ exampleuser.thruinc.com \ My Documents

i Folder Example
i Important Files
i |Rename-‘ Example ‘

=
ﬂg‘ clouds.docx

161.72 KB, modified by Example User on 09/10/2017 13:45:51

==L

8.33 KB, modified by Example User on 09/10/2017 13:45:51

Colab_SpreadSheet.xlsx

E: Collaboration Doc.docx

334.15 KB, modified by Example User on 11/10/2017 11:00:45

Delete Files/Folders

To delete files/folders from Thru Side Panel:
Right-click a file/folder and click Delete.

Warning : All files/folders deleted from within folders in Thru Side Panel will be permanently deleted from

the Thru server.
You will be asked if you want to permanently delete files/folders every time you attempt a deletion.
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Sent Items Your Files

E: Y FOLDERS \ HOME \ exampleuser.thruinc.com \ My Documents \ Rename Example \

Sort by Name 4
m 100MB.zip

20.00 MB, modified by Example User ol

Send

Open

Save

Save As

Copy Public Link
Share

Upload Files
Upload Folders
Publish

Move

Rename

Delete
Properties
Activity Stream
Publishing Details
Refresh

Versions

If your Thru site has versioning enabled, when selecting a file that has been versioned in the side panel a
Versions section appears
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h:' Collaboration Doc.docx

@ Send
334.15 KB, modifi 10/2017 11:00:45
Open

Save

Save As

Copy Public Link
Share

Upload Files
Upload Folders
Publish

Move

Rename
Delete

Versions

Properties
Activity Stream
Publishing Details
Refresh

From this view you can restore previous versions or download previous versions
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Collaboration Doc.docx Properties X

General Activity Stream Publishing Versions

Date Time User Download Name Restore  Size Info
11/10/2017 11:00 AM by Example User L Collaboration Doc.docx Restore  902.52 KB £
11/10/2017 10:05 AM by Example User L Collaboration Doc.docx Restore  902.52 KB Info
11/10/2017 10:05 AM by Example User L Collaboration Doc.docx Restore  541.40 KB £
11/10/2017 10:05 AM by Example User L Collaboration Doc.docx Restore  334.15 KB Info
11/10/2017 10:03 AM by Example User L Collaboration Doc.docx Restore  334.15 KB £
OK Cancel Apply Help

View Properties and Activity Stream

To view the Properties and Activity Stream details of files/folders:

Right-click the file/folder and click either Properties or Activity Stream.

Copyright Thru, Inc. 2002-2019 Page 185 of 414



A window opens that has four tabs for properties General, Activity Stream, Publishing, Versions.

Properties

The General tab displays multiple properties about files/folders like the file type, location on the Thru server,
size, date created, author, and when it was last modified.
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Colab_SpreadSheet.xlsx Properties X
General Activity Stream Publishing
x| [ Colab_SpreadSheet xlsx]
Description:
Type: Microsoft Excel Worksheet
Location: \FOLDERS\HOME\exampleuser thruinc.com\Demo Folder\Colab_SpreadSheet xlsx
Size: 8.33 KB (8,534 bytes)
Created: 13/02/2018 13:44
by Example User
Last Modified:  13/02/2018 13:44
by Example User
OK Cancel Apply Help

Activity Stream

The Activity Stream log tab displays what operations have been performed to a particular file or folder like
internal uploads, internal downloads, transfers, deletions, etc. Each operation to a file/folder also shows the
user who performed the action, the date and time, and the IP Address used.
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Colab_SpreadSheet.xlsx Properties

X
General Activity Stream  Publishing
User Operation Date/Time ~ IP Address
Example User Internal Upload 13/02/2018 13:44.33

81.106.112.161

Create New Folder

To create new folders and subfolders within Thru Side Panel:

Right-click within a folder and select Create new Folder. The Create New Folder window opens.

Copyright Thru, Inc. 2002-2019 Page 188 of 414



Platform User Guide - Open

Sent ltems Your Files

T:: \ EOLDERS \ HOME \ exampleuser.thruinc.com \ My Documents \

Sort by Name 4

—
I Folder Example

[— .
I Important Files

[—
I Resume Example

Send
—
ﬂ%‘ clouds.docx Save
161.72 KB, modified by Example User on 09/10/2017 13:45:51 Save As
==L Upload Files
E- Colab_SpreadSheetxisx Upload Folders
8.33 KB, modified by Example User on 09/10/2017 13:45:51 Move
E: Collaboration Doc.docx Create new Folder...
“ Refresh

334.15 KB, modified by Example User on 11/10/2017 11:00:45

Fill in the name and description of the folder you want to create and click OK.
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X

Create New Folder

You have selected to create a new folderin
\FOLDERS\HOME\exampleuser thruinc.com'\My Documents

Please specify parameters of the folder to create:

Name: |

Description:

DK Cancel

Refresh Folder

To refresh a folder with the latest updates:

Right-click a folder and click Refresh.
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T:: \ FOLDERS \ HOME \ exampleuser.thruinc.com Y Demo Folder

By Name a
==
x| ‘ Colab_SpreadSheet.xlIsx
8.33 KB, modified by Example User on 13/02/2018 13:44:33
— _ Send
mg Collaboration Doc 2.docx 5
— ave
565.31 KB, modified by Example User on 13/02/2018 13:44:39 Save As
= . .
[[= Collaboration Doc 3.docx Upload Files
. Upload Folders
1.32 MB, modified by Example User on 13/02/2018 13:44:39
— Copy
mg Collaboration Doc 4.docx Move
1.47 MB, modified by Example User on 13/02/2018 13:44:39 Create new Folder...
| _ I Refresh I
m Collaboration Doc.docx

902.52 KB, modified by Example User on 13/02/2018 13:44:36

Locate Outlook Email Attachments Sent With
Thru

Whenever you send file attachments via the Thru Add-In for Outlook, the file attachments are automatically

stored in your Outbox folder and are organized by the date they were sent.

Your Outbox folder can be located directly from the side panel of the Outlook Add-In.

Follow the instructions below to locate and open file attachments from the side panel feature:

1. After you have the side panel opened in Outlook, locate the Outbox folder.

This folder contains all file attachments you have sent with the Thru Add-In for Outlook and are each
automatically organized by the date they were sent.
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Thru Side Panel

Thru

Sent ltems Your Files

E: \ FOLDERS \

By Name a

i COMPANY FOLDERS
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Thru Side Panel

Sent Items Your Files

E: \ FOLDERS \ OUTBOX \ exampleuser.thruinc.com \

By Name a

2. Once you know what day an email was sent with Thru, you can select the month and access that
day’s folder. The “day” folder will contain folders with the email subject for every email that was sent
out.

For example:
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Thru Side Panel

Thru

T:: \ FOLDERS \ OUTBOX \ exampleuser.thruinc.com ' 2017-10\ 26\

By Name a
i example topic

3. When you have located the sent attachments, you can right-click any file and click Open or Save As
to download a copy of the file and view its contents.

Thru Side Panel

Thru

Sent Items Your Files

T:: ..OLDERS \ OUTBOX \ exampleuser.thruinc.com \ 2017-10 \ 26 \ example topic

By Name a

=" ‘
m§| Collaboration Doc.docx

902.52 KB, modified by Example User on 26/10/2017 12:51:23

You can also access your Outbox folder from Thru Web, Thru Explorer, and Thru mobile apps to locate your
files you have sent with the Thru Add-In for Outlook.

Also in this section:

Search Bar
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Search Bar

To search for sent messages or files/folders within Thru Side Panel:

Locate the search bar at the top of Thru Side Panel from either the Sent ltems of Your Files tabs.

Thru Side Panel v X

Thru Q

Type in your search in the search bar and press Enter.

Thru Side Panel v X

~ Here are your files ! 14/02/2018 12:21:50

exampleuser@thruinc.com

7] here is a file 17/11/2017 14:05:711
* exampleuser@thruinc.com

upload file !! 06/09/2017 17:33:36
exampleuser@thruinc.com

Thru Side Panel will display your search results for either Sent Emails or files and folders depending on the
tab you are using.
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Using Thru Explorer

%% New Group Search People ﬁ 4 ¢ Transfer Status € Help -
£ Browse Groups L Address Book Store I Thru Explorer
Y Filter Email - EDView Side Panel
Groups Find Add-ins Thru

This section of the Thru Add-In for Outlook User Guide will show you how to use the Thru Explorer desktop
application.

Thru Explorer lets you access, send, and manage your files and folders stored in Thru without using a web
browser.

To locate and open Thru Explorer, go to the Thru section of the Outlook ribbon and click the Thru Explorer
icon (as shown above).

Thru Explorer is also available to users of the Thru Add-In for IBM Notes.

Copyright Thru, Inc. 2002-2019 Page 196 of 414



Platform

User Guide - Open

Thru Explorer - \FOLDERS
File Edit View Tools Help

¢= Back - = -[&] 4303 Z Download T Upload - |fEH -~

Folder: |~ \FOLDERS

i

Search:

“][a]

@ Folders - ﬁj D
Thru Server (emeademo.thruinc.net) COMPANY HOME OUTBOX
# & COMPANY FOLDERS FOLDERS
= &7 HOME
& &7 exampleuser thruinc.com
& [(J ouTBOX
ﬁ Sent Thru
Last Search Results

| Objects Selected: 1

Use the following sections to learn the different features of Thru Explorer:

Access Thru Explorer Options

Navigating Files and Folders
Uploading/Downloading Files and Folders
Moving Files/Folders

Using Action Bar Buttons

Publishing a File

Editing File and Folder Properties
Accessing the Sent Thru Folder
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To access Thru Explorer Options:

&8 Thru Explorer - \FOLDERS
File Edit View Tools Help

¢ Back -= -[1 Send...
Folder: | \FOI Download...
) Folders Upload

& Active Transfers Ctrl+T

f3 | exampleuser thruinc.com
] OUTBOX
E Sent Thru
E Last Search Results

1. From here, you can modify the following Settings:

Connecting to Thru Server
Sent Thru Folder

Proxy Settings

Connecting to Thru Server

DO

o
= 57 HOME

Connection allows you to set the Thru Server URL.
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n Thru Settings X

Connection Sent Thru Folder Proxy Settings

a:?é) Thru Server URL: |https:ffemeademo.thruinc. net |
Username: |exampleu ser@thruinc.com |
Password: R |

Forgot password

Enter the following information:
* Your company’s Thru URL: (i.e. https://demo.thruinc.net)

* Your username: (i.e. Demo User)
* Your password: The password that you entered during initial account creation

Sent Thru Folder Tab

1. Click the Sent Thru Folder tab to determine how often you want to refresh the Sent Thru folder.

The default is five minutes.
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n Thru Settings s

Connection Sent Thru Folder Proxy Settings

Reload Sent Thru Folder from server every 5 S| minutes

Cancel Apply

Note : The more frequent you set the refresh rate, the more your bandwidth will be used.

Thru Explorer Proxy Settings

Click on the Proxy Setting tab to access these options.
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n Thru Settings

@ Direct connection
O Configure proxy server
Server http:/f

s

Port 3128 -

Usermame

Password

Connection Sent Thru Folder Froxy Settings

() Always use |E proxy settings (not configured)

Proxy authorization required

Cancel

Apply

These options should be left as default to ensure proper functionality.
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Navigating Folder Tree in Thru Explorer

File Edit View Tools Help
ok - -0 |@ E.Fdhll-|& = Dowrload R Upkead ~| £+
Folder: | i) WOLDERS Shared Folders'Advertising ~ | Seanch: - :q
@ Foldens » |0
(3 Thirus Servar fdems thiine nst)
% 81 HOME
@ [ OuTBOX
[0 QUTEOX EMAIL ATTACHMENTS
=1 1 Shaned Foiders
& (2 Accourting
¥ ) Advertising
@ (3 Company A
B [ Deme Foder

[ [ Falder read ooly
® [ Folderlevel 1.3
@ (3 HF1
B [ HF2
@ [ HF3
& [ ivestor 1
@ 23 LTS Traning
@ (3 Marketing Co
® [ MORTEN TEST FOLDER
& [ My mportant Emails
® (23 Norh Ayrahire Councl
B [ OUTGOING
B 2 Phatos
[# [ Feleass Folder
@ 3 Test Costa
® D test123
® [ TEST1234%56567
# [ bestoud
@ 3 testaftp:

(5 Sant Thu

|5 Lest Seench Results

Objects Selectedt 1

The tree view can be used to navigate Thru Explorer.

The tree view is displayed by default on the left hand side of the Thru Explorer window and can be toggled
on or off by clicking Folders in the action bar.
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Thru Explorer - \FOLDERS

File Edit View Tools Help
&« Back - = -[t] @
Folder: || J/\FOLDERS

) Folders % - ﬁj D
B Thru Server (emeademo.thruinc.net) COMPANY HOME OUTBOX
FOLDERS

COMPANY FOLDERS
= f4] HOME
f3 | exampleuser thruinc.com
] OUTBOX
B Sent Thru
B Last Search Results

¥ Download = Upload - |[EH -

== Fi -

1. Display the contents of the folder by clicking on the folder name in the tree view. The contents of that
folder display in the file view to the right, where they can be downloaded for viewing or sent to

recipients.
2. Click the plus sign in front of the folder name to display any subfolders if any are present. You can

then click on the subfolder names to display the contents of that folder.

Searching for Files
You can search for files within Thru Explorer by using the search field.

1. Type in your search terms in the Search field, and then press Enter or click Search.
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Y| = Download 5 Upload -|[EH -

v | Search: ‘ vl
Search results from 15/02/2018 at 14:49 for "thru".
3 folders found.
[ | Downloads

& | exampleuser thruinc.com

|| exampleuser thruinc.com

F’ Thru_Digital_Asset_Management_Datasheet pdf
& Thru_Security_Overview pdf

N

Your search results display.
3. Wild searches are also supported by Thru Explorer:

+ If you type in *car, it will display anything with car after the phrase.

» If you type in car®, it will display anything with car before the phrase.
» If you type in car, it will display anything that has car in the middle of its name.

Creating and Deleting Folders

This section will show you how to create and delete folders within the Thru Explorer desktop application.

Watch the video below for a brief demo.
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Thru Explorer - \FOLDERS\COMPANY FOLDERS = a
File Edit View Toals Help

i v o |2 | o | | = = Uposd v| EEv

Foider | i FOLDERSICOMPENY FOLDERS | Search: v| [
@ Folden x| - -

(E3 Theu Sarvar (dame thuine net) L3 D LI L J

= £0 COMPANY FOLDERS Advetisng  Compary A Company®  Company C QUTEDX

& [ Adveriaing EMAILATT...
E 3 Comparny A

¥ (0 Markating %
S Ut e o CesNewide
o L'J?m;,.; Yau have selecied ta create @ new fakderin
319 \FOLDERS\COMPANY FOLDERS
2@ Flease specey parametens of the folder o create:
) Efss Mam
[ 3 Marketing Budget Name:
E 3 N_UX Tocle L
® [ Untitied Dresseripion:
[ 2 Uniitled[1]
[ (23 User Intefacs lcora
(3 Compary C
(2 OUTBOX EMAIL ATTACHMENTS
& B HOME
# (3 QUTEOX
{5 Sent Thu
I Lest Seanch Rasults

Folders: 5

Tom T oa 4

Uploading/Downloading Files and Folders

[ ] 2, =
-
[ N |

Uploading Files/Folders
To upload files/folders to Thru Explorer:

1. Navigate to the folder to which you wish to upload by either using the tree view on the left, or by using the
file view to the right.
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File Edit View Tools Help
¢= Back - = - (1] E |:1:_'-|Fcnldtztr5

- JH:IQ(-? = Download = Upload - ,

Thru Explorer - \FOLDERS\HOME\exampleuser.thruinc.com

Folder: ‘Eg \FOLDERS\HOME\exampleuser.thruinc.com

i Folders

E Thru Server (emeademo.thruinc.net)
COMPANY FOLDERS
= @ HOME
= iy exampleuser thruinc.com
7] Demo Folder

&_] My Documents

¥ My Dropbox

] Publish
(] OUTBOX
E Sent Thru
E Last Search Results

x

[ 1Demo Folder

& | My Docume...
® | My Dropbox
| | Publish

User Guide - Open

2. Drag and drop the file into the file view of Thru Explorer to start Transfer Manager and upload the file.
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File Edit View Tools Help
& Back - (&3 [2] | Folders | “abg ¥ Download S Upload - [ER -
- | Search; |thru

\FOLDERS'\HOME \exampleuser thruinc.com

J0emo Foider] =
[l. Thru Server (emeademo thruinc.net) i My D?cume
P fiJ COMPANY FOLDERS My Dropbox
&7 HOME Publish
] exampleuser thruinc.com
7] Demo Folder
# &7 My Documents
® My Dropbox
+ [ Publish
+ [ OUTBOX
[:_. Sent Thru
[C Last Search Resuils

Folder: |4

Folders ®

Objects Selected: 1

3. Optionally, you can click Upload, and then select the file or folder you want to upload.
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File Edit View Tools
¢ Back - = - [&]

Help

[ Folders

Thru Explorer - \FOLDERS\HOME\exampleuser.thruinc.com

=3 DI:I@C? et Downlﬂadl S Upload - -

Folder: |l \FOLDERS\HOME\exampleuser thruinc.com I Folders to this folder

) Folders

= /37 HOME

[ ] Publish

Thru Server (emeademo.thruinc.net)
COMPANY FOLDERS

= exampleuser_thruinc.com
[ ] Demo Folder
&_] My Documents
¥ My Dropbox

x

—I Files to this folder
[ “1Demo Folder

& | My Docume...
™ | My Dropbox
|| Publish

4. The Select Files window opens. Select the files or folder you want to upload, and then click Open.

Select files to upload X
qh « _Test files » COMPANY FOLDERS » Marketing & Advertising v U Search Marketing & Advertising 2
Organise ~ New folder = - M @
® This PC ~ Name Date modif\i,ed Type Size ™
» 3D Objects 2. New Projects.pdf 15/02/2018 10:20 PDF File
m Desktop £, Discounts_Fourth-of-July 2015.pdf 15/02/2018 10:19 PDF File
e & Existing Project Additions.pdf 15/02/2018 10:19 PDF File
K. ?-L July-Big-Bundle_1024x1024_V1_gl.pdf 15/02/2018 10:19 PDF File
. Wi Campaign.doc 15/02/2018 10:18 Microsoft Word 97 - ...
i Wi | Campaigns.doc 15/02/2018 10:18 Microsoft Word 97 - ...
= Pictures & Components.pdf 15/02/2018 10:18 PDF File
& Videos £, Eco-System Features.pdf 15/02/2018 10:18 PDF File
£ Windows (C) . Growth_Test.pdf 15/02/2018 10:18 PDF File
. RECOVERY (D) £, Sales-Dashboard_Affiliate-Feed_via_ns.pdf 15/02/2018 10:18 PDF File
£, Stand-Alone Features.pdf 15/02/2018 10:18 PDF File v
¥ Network v < B |
File name: “ w ‘ All files (*.*) v
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The Transfer Manager opens and your files upload to the Thru server.

41 Thru Transfers

= O P

Downloads = Uploads

Status Item Size Progress Transferred Time Left Destination path

Pending Discounts_Fourth-of-) 282MBE 0% 0 bytes 0 h 33 min \FOLDERS\HOME\exampleuser.thruinc.com\Demo Folder
Pending Existing Project Additi 569 MBE 0% 0 bytes 1h 8 min \FOLDERS\HOME\exampleuser.thruinc.com\Demo Folder
Pending July-Big-Bundle_1024: 291 MB 0% 0 bytes 0 h 34 min \FOLDERS\HOME\exampleuser.thruinc.com\Demo Folder
Pending Growth_Test.pdf 159.00 KB 0% 0 bytes 1 min 51 sec \FOLDERS\HOME\exampleuser.thruinc.com\Demo Folder
Pending Sales-Dashboard_Affil 58.37TKB 0% 0 bytes 41 sec \FOLDERS\HOME\exampleuser.thruinc.com\Demo Folder
Pending Sub-Feature-Name.pc 160 MB 0% 0 bytes 0 h 19 min \FOLDERS\HOME\exampleuser.thruinc.com\Demo Folder
Pending Wireframes.pdf 14541 KB 0% 0 bytes 1 min 42 sec YFOLDERS\HOME\exampleuser.thruinc.com\Demo Folder

Overall status

Status:

Transfer Rate:
Remaining Bytes:

Active

11.39 Kbit/sec
13.38 MB

Downloading Files/Folders

To download files from Thru Explorer to your local drive:

1. In Thru Explorer, navigate to the file you wish to download.
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Thru Explorer - \FOLDERS\HOME\exampleuser.thruinc.com

File Edit View Tools Help
¢ Back - = -[&] (7 Folders | - 4 138 ¢7 X Download ¥ Upload - [ -
Folder: |k \FOLDERS\HOME'\exampleuser.thruinc.com

@ Folders < |1 Demo Folder
My Docume...
[ Thru Server (emeademo.thruinc.net) ;
COMPANY FOLDERS y Lrophox
|| Publish

= 4] HOME
fa exampleuser thruinc.com
(] OUTBOX
B Sent Thru
B Last Search Results

2. Click the file you wish to download, and then click Download.
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File Edit View Tools Help

& Back - =p v E[:_'-'Fnlders

Thru Explorer - \FOLDERS\HOME\exampleuser.thruinc.com\My Documents

Folder: |g 1 \FOLDERS\HOME'\exampleuser thruinc.com\My Documents

& Folders

E Thru Server (emeademo thruinc_net)
COMPANY FOLDERS
= f ] HOME
= {a] exampleuser thruinc.com
[ 7] Demo Folder

& | My Documents

¥ My Dropbox

] Publish
(] OUTBOX
E Sent Thru
E Last Search Results

x

|| Folder Example

|| Important Files

|| Rename Example
Collaboration Doc 2.docx

Collaboration Doc 3.docx
Collaboration Doc 4 .docx
Collaboration Doc.docx

3. Optionally, you can right-click the file you want to download, and then you can either select Open, Save

or Save As from the drop-down menu.

Copyright Thru, Inc. 2002-2019

Page 211 of 414



Platform

User Guide - Open

File Edit View Tools Help

Thru Explorer - \FOLDERS\HOME\exampleuser.thruinc.com\My Documents

& Back - = -[3] @ n_%ngQ:(-? ¥, Download = Upload - v

Folder: ‘ g 1 \FOLDERS'HOME'\exampleuser thruinc.com\My Documents

& Folders

B Thru Server (emeademo.thruinc.net)
COMPANY FOLDERS
= f ] HOME
= i exampleuser thruinc.com
] Demo Folder

& My Documents

¥ My Dropbox

[ Publish
(] OUTBOX
B Sent Thru
B Last Search Results

x

|| Folder Example
|| Important Files
|| Rename Example

Collaboration Doced

Collaboration Doc
Collaboration Doc

Arrange lcons By

Send

Collaboration Doc

Open
Save

Save As

Copy Public Link
Share

Upload Files
Upload Folders
Publish

Copy

Move
Rename F2

Delete

Properties
Activity Stream

» Open: Selecting Open will download the file to your desktop and will open in the appropriate program.
(i.e. Word Docs will open in Microsoft Word, Excel Sheets will open in Excel)

+ Save: This selection downloads selected files directly to the Downloads folder of your desktop.

+ Save As: To download selected Thru files or folders to a particular destination folder, select Save As.

Selecting this option will open the Browse For Folder window.
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Browse For Folder

Please select a destination folder to download selected THRU files or folders to

v @ This PC
3 3D Objects
m Desktop
5 Documents
# Downloads
D Music
= Pictures
B Videos
% . Windows (C)
« RECOVERY (D)
1 Libraries
¥ Network
*§ Homegroup
Control Panel
= Recycle Bin v

Make New Folder oK Cancel

After you have selected a destination folder, click OK.

+ File already exists: If a file name already exists on your desktop, a window will appear with options
to Overwrite, Save with versioned name, or Skip. You can also select Apply the same action to the
rest of items. Click OK after you have made your selection and the file will proceed to be opened.
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Target file already exists.
Please choose an action

Source file:

Target file:

(®) Overwrite

() Skip

C:\Users\Ale__.ng\Components_pdf

C:\Users\Ale...ing Advertising

(") Rename and save as new file

OK

n Thru ® Enterprise Connector for Microsoft Outlook. Target f...

[ | Apply the same action to the rest of items.

Cancel

User Guide - Open

4. To view the progress of all Thru file downloads, go to Thru Transfers by navigating to Tools > Active

Transfers.
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iew Tools Help

P 'E Send... Download = Upload - v
\FOI Download... 1'\Demo Folder
Upload il doc

er (e
PANY

Active Transfers CuleT

Options...

:ampleuser thruinc.com
] Demo Folder
J My Documents

J My Dropbox

] Publish

| Stand-Alone Features. pdf
41 Thru Transfers - O X
Downloads = Uploads
Status Item Size Progress Transferred Time Left Destination path
Active 10MB.zip 10.00 MB  10% 1.00 MB 5 min 58 sec \FOLDERS\HOME\exampleuser.thruinc.com\Demo Folder

4 Resume n Pause X Remove ltem

Overall status
Status: Active Options...
Transfer Rate: 205.73 Kbit/sec
Remaining Bytes: 9.00 MB

Sending Files in Thru Explorer

This section will show you how to send files in Thru Explorer. Watch the video below for a brief demo.

Copyright Thru, Inc. 2002-2019 Page 215 of 414



Platform User Guide - Open

File Edit View Teols Help
i v o 63 | o |;|:||gg 3 Dowiosd 3 Upkad ~| EB
Folder: | IE= \FOLDERS Shared Folders\Advertising\Advertising Production
@ rolders BRI | Thr Bt sdion - User Redertion Waming Mert msg
I3 Theu Sarvar jdems thiuine nat)
= £ HOME
# [ OUTBOX

[ OUTBOX EMAIL ATTACHMENTS
= [0 Shared Folders

® r:, Aseourting

B [ Adverisng

[

DO DDoDooDoDDDooDDDeER®

=
[
2]
®
"
=
&
[
I
[
2]
[
=

+

Moving Files/Folders in Thru Explorer

You can move files to a different folder within Thru Explorer.

1. Select the file or folder you want to move, and then click Move to Folder.
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\exampleuser.thruinc.com\Demo Folder

=, Download = Upload - v

euser_thruinc.com\Demo Folder

Move to another Thru folder
—

=8 1MB zip
=8 5MB zip
Campaign.doc
Campaigns.doc
E Components.pdf

. Discounts_Fourth-of-July_2015.pdf

. Eco-System Features. pdf

. Existing Project Additions.pdf

|2

im

]

im

)

Optionally, you can go to Edit > Move to Folder.

Thru Explorer - \FOLDERS\HOME\exampleuser.thruinc.com\Demo Folder

File Edit View Tools Help
& B '- =, Download = Upload - v

or thruine.com'\Demo Folder

I Select All Ctrl+A 10MB zip
O Invert Selection 1MB.zip
COMPANY FOLDERS
= &7 HOME 4 Campai
| {37 exampleuser.thruinc.com ampmgn_d:}:,

2 The Move Folders and Files window opens. Click on the folder to which you would like to move the file,
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and then click Move.

~@ Move Folders and Files

Select the folder where you want to move files to.

(3 Thru Server (emeademo.thruinc.net)
&P COMPANY FOLDERS
=49 HOME
Ef&] exampleuser_thruinc.com
2w Demo Folder
[+& My Documents
& My Dropbox
F03 Publish
-0 OUTBOX

To view subfolders, click a plus sign above.

Move Cancel

Using Action Bar Buttons

In this section you can view the definition of each action bar button in the Thru Explorer desktop app.

Copyright Thru, Inc. 2002-2019 Page 218 of 414



These actions are the primary operations within Thru Explorer to navigate and manage files.

Included in this section is also a video that provides a brief demo of performing each of these actions.

& Back - E Y Folders . Download 5 Upload - [[EH -

Thru Explorer Action Bar Functions

Allows the user to navigate one operation back,

Back . ] ) .
Clicking the arrow will show the available functions.
Allows the user to navigate one operation forward,
Forward . ] ) )
Clicking the arrow will show the available functions.
Mavigate Allows the user to navigate to the previous folder in
Folder Up the folder structure.
Refreshes the information within Thru Explorer from
Refresh P

the Thru Server.

Folders Tree

Allows the user to toggle the left tree view on and off.

View
Move to Allows the user to move files from one folder to
Folder another.

Allows the user to automatically send the selected
Send THRU files/folders into Outlook and get the files ready to

distribute,

Allows the user to download the selected files and/or
Download

folders.

Allows the user to upload the selected files and/or
Upload

folders.

Allows the user to personalize the way the files and
Change View P y

folders are displayed.
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Publishing a File

To make a file available for download via Publishing (creating a link to the file) you must be a user in the

Publishing Users group.

Once you have submitted your file for publishing, a user belonging to the Publishing Administrators group

will need to publish a file.
That administrator will have to approve the publishing before it is available for download.
To publish a file in Thru Explorer:

1. Right-click on the file you want to publish.
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=8 10MB zip

=8 1MB zip

=8 5MB zip
Campaign.doc
Campaigns.doc
& Components.pdf

{Diocounis_Fourthot 1y 2m

& Eco-System Features.pdf

£, Existing Project Additions.pd Send

& Growth_Test pdf

_ _ Open
= July-Big-Bundle_1024x1024
New Projects.pdf Save
Sales-Dashboard_Affiliate-F Save As
= Stand-Alone Features_pdf
Sub-Feature-Name. pdf
Team Onboarding xisx Share

= Wireframes pdf Upload Files
@ Work Inefficiency xlsx

rrange lcons By >

e

| % m|
B B

Copy Public Link

o BhEa)

Upload Folders

Copy
Move

The Send Publishing Request window opens.
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Send Publishing Request X

Collection:
€% Documentation ~
Mote: Selected collection is active

Link Text:
Discounts_Fourth-of-July_2015 pdf

Link Description:

MNote: Default link text anc Viewl/Edit Defaults

Request Note:

Cancel

2. Choose a Collection.

+ Click the Right Arrow to select which collection you would like to add this publishing.
New Collections can only be added by a Publishing Administrator.

+ Link Text will be what is displayed when a receiver goes to pick up the files.
You can change the Link Text to what you desire as long as you keep the file extension intact.

» Link Description is optional and will help you keep track of your publishing.

* Request Note is also optional and will be displayed to the Publishing Administrators once they go to
approve your publication request.

3. Click Send.

A Publishing Administrator will need to be notified to log in and approve or deny your publishing request.
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To view the properties of the File or Folder:

1. Right-click the file and then select Properties.

=8 10MB zip
=8 1MB zip

58 5MB zip

Campaign:
& Componer
& Discounts.
& Eco-Syste
# Existing Pr

2 Stand-Alol
2] Sub-Featu
@Team Onb
& Wireframe
@WD[R Ineff

Arrange lcons By
Send
Open
Save

Save As

Upload Files
Upload Folders

Publish

Copy

Move

Rename F2

Delete

Properties
Activity Stream
Publishing Details

Refresh F5

The Properties window displays.
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Campaign.doc Properties
General Activity Stream Publishing
= |Campaign_doc
Description:
Type: Microsoft Word 97 - 2003 Document
Location: \FOLDERS\HOME\exampleuser thruinc.com\Demo FolderiCampaign.doc
Size: 33.00 KB (33,792 bytes)
Created: 16/02/2018 08:29
by Example User
Last Modified:  16/02/2018 08:29
by Example User

2. To edit general properties:

a. Edit any of the following information:

* Name of the file.

» Description (this is optional and it can be blank).

» Type of file, Location on the server, and the size on the server.
* When it was created and by whom.
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* When it was last modified and by whom.

b. Click OK.

3. To edit publishing preferences:

a. Create a new request by clicking New Request and following the on-screen prompts.

* You can also create or edit default settings for publishing by clicking “View/Edit Defaults”.
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Campaign.doc Properties X
General Activity Stream Publishing
0 Publishing creates file links for direct user download.
This file is not published in any collection and there is no publishing requests for this file.
You can publish this file in any collection using "New Request" button.
View/Edit Defaults | ‘ New Request
oK Cancel Apply Help
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Campaign.doc Properties

General Activity Stream Publishing

o Publishing creates file links for direct user download.

This file has 1 pending publishing request.

Status Id Collection
@ Pending 1047 Documentation

Pending Request Preview
Request |D: 1047 Edit Details

Remove Request
Requested: 02/03/2018
Link Text (Default value is used):
|Campaign_doc
Link Description (Defauilt value is used:
Request Note:
New Doc

View/Edit Defaults New Request

Cancel Apply Help

4. To edit the details of the published file

a. Click Edit Details. The following “Publishing Request Details” window opens.
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Collection:
4 Documentation v

Note: Selected collection is active

Link Text:
Campaign doc

Link Description:

Note: Default link text anc

View/Edit Defaults
Request Note:
New Doc
e

OK Cancel LYTR Help

b. Change any of the details here to fit your needs, and then click Save.

7. To disable the file from being downloaded, click Remove Request. The link is disabled immediately.

Accessing the Sent Thru Folder

|
R
All Thru emails that you have sent are kept in the Sent Items folder that is native to Outlook.

This will store the message that you have typed into the regular mail window.
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If you want to see the details of the Thru email such as which files were attached and its expiration you will

need to navigate to the Sent Thru folder in the Thru Explorer.

1. From the Outlook toolbar, click Thru Explorer. The Thru Explorer window displays.

Thru Explorer - \FOLDERS\HOME\exampleuser.thruinc.com\Demo Folder O x
File Edit View Tools Help
¢= Back - = - (@ |[2] | Folders | 43 3§ | Z Download = Upload - |8~
Folder: | 1 \FOLDERS\HOME\exampleuser thruinc_com\Demo Folder ~ | Search: v | &
@ Folders x |8 10MB zip
: 1MB_zi
[CJ Thru Sever (emeademo_thruing.net) :SMB it
® £J COMPANY FOLDERS =8 oHb.ZIp
= f5J HOME fwi-| Campaign.doc
= &7 exampleuser.thruinc.com wE| Campaigns.doc
(] Demo Folder %, Components pdf
& &7 My Documents =) Discounts_Fourth-of-July_2015 pdf
= %3 My Dropbox & Eco-System Features pdf
& [J Publish 2| Existing Project Additions. pdf
[CJ Sent Thru € Growth_Test pdf
[CJ Last Search Results & July-Big-Bundle_1024x1024_V1_gl pdf
2| New Projects pdf
£, Sales-Dashboard_Affiiate-Feed_via_ns pdf
& Stand-Alone Fealures pdf
& Sub-Feature-Name. pdf
I:I' Team Onboarding xisx
2 Wireframes pdf
£:1 Work Inefficiency xisx
Files: 18 30,03 ME .

2. Click on the Sent Thru folder on the left tree view to display all Thru emails.
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& Thru Explorer - \Sent Thru
File Edit View Tools Help

@ Folders x

[ Thru Server (emeademo thruinc_net)
F (] COMPANY FOLDERS
- & HOME
= & exampleuser thruine.com
[ Demo Folder

[# &7 My Documents

[+ #] My Dropbox

[ [J Publish

B8] sort T

[CJ Last Search Results

4= Back - = - [1] (24 Folders z X

Objects Selected: 1

= [2] X
& Sent Thru V| ¥
[ ] Onlyin messages sent from  02/02/2018 til 020032018

D@ To Subject Sent % Expires

= exampleuser@thruinc.com Here are your files ! 14/02/2018 12:21:50 16/03/2018 23:59:00

% exampleuser@thruinc.com  here is a file 1711/2017 14:05:11 1712/2018 23:59:00

w exampleuser@thruinc.com Example Message 09/10/2017 17:14:19 & 08/11/2017 23:59:00

- chris.david@abctechnolog... New Software Update 09/10/2017 16:46:48 & 08/11/2017 23:59:00

4 jake.smith@abctechnolog... Client Information 095/10/2017 16:45:16 & 10/10/2017 23:59:00

- exampleuser@thruinc.com  upload file !! 06/09/2017 17:33:36 & 11/10/2017 23:59:00

here is a file

Update Status Modify

Tracking #: T478-012-19761-82391
To: exampleuser@thruinc.com

Request Login: Turned On
Message Private Message

file

Notifications:

Turned Off

More in this section:

Changing the Expiration Date

Removing Recipients from a Sent Thru Email

Changing the Expiration Date

You can change the expiration date of a Thru email from the Sent Thru folder.

1. Select the Thru email you wish to edit, and then click Modify.
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& Thru Explorer - \Sent Thru
File Edit View Tools Help

@ Folders x

Thru Server (emeademo thruinc.net)
F (] COMPANY FOLDERS
= {3 HOME
= 47 exampleuser thruing com
[ Demo Folder
[# &7 My Documents
[+ #] My Dropbox
[ [J Publish

et

[CJ Last Search Results

4= Back - = - [£] %Folders 2 Xﬂ

£ Sent Thru v Z|
[ ] Onlyin messages sent from  02/02/2018 ti 021032018
D@ To Subject Sent % Expires
= exampleuser@thruinc.com  Here are your files ! 14/02/2018 12:21:50 16/03/2018 23:59:00
) exampleuser@thruinc.com  here is a file 1711/2017 14:05:11 1712/2018 23:59:00
4 exampleuser@thruinc.com Example Message 09/10/2017 17:14:19 & 08/11/2017 23:59:00
- chris.david@abctechnolog... New Software Update 09/10/2017 16:46:48 & 08/11/2017 23:59:00
L jake smith@abctechnolog... Client Information 09/10/2017 16:45:16 & 10/10/2017 23:59:00
] exampleuser@thruinc.com  upload file !! 06/09/2017 17:33:36 & 11/10/2017 23:59:00

 Objects Selected: 1

here is a file
Tracking #:

To: |

T478-012-19761-62391

inc.com

Update Status Modify

Request Login: Turned On
Message Private Message

file

Notifications: Turned Off

2. The Edit Thru message window opens.

Click on the arrow to the right of the date and select the new date on which you wish the Thru Email to

expire.
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& here is a file - Edit Thru message

File Edit Help
=% Save Thru and Close Ea

here is a file

| Sent: 1711172017

T478-012-19761-82391
17112/2018

Mon Tue Wed Thu Fri
Messagel| 26 27 28 29 30
3 4 5 6 7
file 10 11 12 13 14

B 18 19 20 21

24 25 26 27 28
31 1 2 3 4

Sat
1
8
15
22
29
5

[ ] Today: 02/03/2018

To: exampleuser@thruinc.com

Cc

Bec: |
Expires:| [17/12/2018 |+~ Now Password: N/A

Ao 4 December 2018 ’

Sun
2

9
16
23
30
6

3. Click Save Thru and Close to save the changes you have made.

Immediately Expiring a Thru Email

You can immediately expire a Thru email if you wish to prevent further downloads of the files you have sent

or the private message you have written from the Sent Thru folder in Thru Explorer.

1. Select the message you wish to expire, and then click Now
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File Edit Help
24 Save Thru and Close
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here is a file

. Sent: 17/11/2017

Tracking #:
Expires:

T478-012-19761-82391
17112/2018

Message Private Message

file

To: ‘ exampleuser@thruinc.com

Cc: ‘

Bec: ‘

iy \MI i Password: N/A
Attach: ‘

2. Once you expire a Thru email, the Expire Now button will be grayed out and the envelope in front of

the recipient email will have a red dot in it.

The expiration date will also be changed to when you expired it.

Removing Recipients from a Sent Thru Email

One can also remove the recipient to a Thru email after delivery. If you remove a recipient from the Thru
email, however, they will be prohibited from downloading any further. If they have already downloaded their

files they just will not be able to download them again.

To change recipients:

1. Navigate to the Sent Thru folder within Thru Explorer.
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ﬂ Thru Explorer - \Sent Thru
File Edit View Tools Help

4= Back - = -[&] E}f X &2

@ Folders * | lg :
Sent Th ¥ Q|
[ Thru Server (emeademao.thruinc.net) e
# £ COMPANY FOLDERS [] Onlyin messages sent from 050212015 til 05/03/2018
+ 3] HOME
B 0Ob& To Subject Sent % Expires
(J Last Search Resuts 4 exampleuser@thruinc.com Here are your files ! 14/02/2018 12:21:50 16/03/2018 23:59:00
. exampleuser@thruinc.com here is a file 17/11/2017 14:05:11 & 02/03/2018 12:59:48
- exampleuser@thruinc.com  Example Message 09/10/2017 17:14:19 % 08/11/2017 23:59:00
. chris.david@abctechnolog... New Software Update 09/10/2017 16:46:48 & 08/11/2017 23:59:00
L] jake.smith@abctechnolog... Client Information 0910/2017 16:45:16 % 1010/2017 23:59:00
. exampleuser@thruinc.com  upload file !! 06/09/2017 17:33:36 B 11/10/2017 23:59:00
Here are your files !
Update Status Modify
Tracking #: T478-012-71344-89645
To: exampleuser@thruinc.com
Request Login: Tumned Off  Notifications: Notify me when the file(s) have been collected
Message Private Message
2. Click the Thru email you wish to edit, and then click Modify.
|
Ob@& To Subject Sent % Expires A~

exampleuser@thruinc.com Here are your files !

= exampleuser@thruinc.com here is a file

[iogd 1 Py C. Lo hi

14/02/2018 12:21:50
1711172017 14:05:11

ANAOMAN4T 4TF.4 4.4 0

16/03/2018 23:59:00
& 02/03/2018 12:59:48

. no/44imn47 99.80.00

v

Here are your files !

Tracking #: T478-012-71344-89645

Update Status

Modify |

To: exampleuser@thruinc.com

The Edit Thru message window opens.
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@ Here are your files ! - Edit Thru message = L X

File Edit Help

=8 Save Thru and Close EF)
Here are your files ! Tracking #:  T478-012-71344-89645
Expires: 16/03/2018
Sent: 14/02/2018 )
To: exampleuser@thrieeasmy ‘
<2 Copy

Ce: | Remove ‘
Bec ‘ Select All ‘
Expires: |16f034'2013 "| Now Password: N/A
Attach: ‘ ‘

3. Right-click on the email address you wish to remove, and select Remove from the drop-down menu.

* You can only remove recipients if you have more than one recipient to whom you have already sent
mail.

» Note: Once the email has been sent, you cannot add more recipients to it; they can only be removed.
If you wish to add other recipients, you must create a new Thru Email.

How to fix missing add-in in Outlook 2016,
2013 or 2010

Determine if the Add-in is Inactive or Disabled

» Click on the File tab in the upper-left corner of the main Outlook window.
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New New -
Email ltems~ &)

» Click Options
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Info

Open & Export

Save As

Office Account

Options

Feedback

Exit

* Click Add-ins in the left column of the next window
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Outlook Options

General

Mail

Calendar

Groups

People

Tasks

Search

Language
Advanced
Customize Ribbon

Quick Access Toolbar

Trust Center

» The list of add-ins is separated into three sections — Active, Inactive and Disabled
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The exact steps you need to take are different, based on the section in which the add-in is listed.
Please carefully follow the instructions below.

If the add-in is not listed in any of the three sections, reinstall the add-in and restart Outlook. If you still
do not see it, go back to the beginning of this guide.

If the add-in is listed in the Inactive section, go to enable inactive add-in.

If the add-in is listed in the Disabled section, got to enable disabled add-in.

Enable Inactive Add-in

+ If the add-in is listed under Inactive, make sure “COM Add-ins” is selected in the “Manage” drop-
down and click “Go...".

Manage: |COM Add-ins ¥

* Check the checkbox next to the Add-in and click “OK”.

+ Restart Outlook. Close Outlook, wait for 5 seconds, then start it again.

Enable Disabled Add-in

+ Select Disabled Items in the drop-down at the bottom of this window, next to the Go button.

Manage: |COM Add-ins |¥ Go...

Disabled ltems I

* Click Go
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+ Select the Add-in which you would like to re-enable

Disabled ltems ‘ X

The items listed below are disabled because they prevented Outlook
from functioning correctly, or your system administrator has disabled
them through Group Policy.

Please note that you may have to restart Outlook for these changes
to take place.

Select the ones you wish to re-enable.

Addin: mssphtb.dll

Enable Close

* Click Enable in the lower-left corner of this window.
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Disabled Items ? X

The items listed below are disabled because they prevented Outlook
from functioning correctly, or your system administrator has disabled
them through Group Policy.

Please note that you may have to restart Outlook for these changes
to take place.

Select the ones you wish to re-enable.

Addin: mssphtb.dll

Enable Close

* Restart Outlook. Close Outlook, wait for 5 seconds, then start it again.

Note: If an add-in is getting disabled frequently, it is likely that your Outlook data file (PST or OST) is getting
corrupted. It is a very common Outlook issue.
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THIS THRU USER GUIDE DESCRIBES AND SUMMARIZES THE USE OF Thru Add-In for Office 365.

THIS DOCUMENT HAS BEEN PREPARED SOLELY FOR INFORMATIONAL PURPOSES AND IS BEING
FURNISHED FOR USE BY CUSTOMERS.

DISTRIBUTION OF THIS DOCUMENT IS LIMITED TO CUSTOMERS.

THE THRU USER GUIDE AND ALL INFORMATION CONTAINED HEREIN ARE OF A CONFIDENTIAL
NATURE.

EACH RECIPIENT WILL TREAT IT IN A CONFIDENTIAL MANNER. SUCH RECIPIENT WILL NOT,
DIRECTLY OR INDIRECTLY, DISCLOSE OR PERMIT ITS AGENTS, REPRESENTATIVES, EMPLOYEES,
OFFICERS, DIRECTORS OR AFFILIATES TO DISCLOSE ANY SUCH INFORMATION, AND SUCH
RECIPIENT WILL USE THE DOCUMENT AND ANY RELATED INFORMATION ONLY TO ACCESS THE
THRU SERVICE. IF EITHER THE RECIPIENT OR THE COMPANY ELECTS NOT TO PURSUE OR
CONTINUE WITH THE THRU SERVICE, THE RECIPIENT MUST RETURN THIS DOCUMENT AND ANY
OTHER MATERIAL RELATING TO THE THRU SERVICE AND THRU, INC., WITHOUT RETAINING ANY
COPIES THEREOF.

THE INFORMATION CONTAINED HEREIN IS PROVIDED ON A CONFIDENTIAL BASIS AND MAY NOT
BE REPRODUCED IN WHOLE OR IN PART.

IF YOU NEED MORE INFORMATION REGARDING SERVICE, PLEASE CONTACT:

Thru Support
support@thruinc.com
800.871.9316

© 2020 Thru, Inc. All rights reserved.
909 Lake Carolyn Parkway, Suite 750
Irving, Texas 75039

Phone 214.496.0100 « Fax 214.496.0102

Trademarks and Abbreviations

Thru, Inc. and the Thru logo are registered trademarks of Thru, Inc.



Microsoft and Windows are trademarks of Microsoft Corporation in the United States and/or other countries.

Other company or product names used in this manual are trademarks of those companies and may be
registered in certain jurisdictions.

Intro

This guide will explain how to use the Thru Add-In for Office 365.

This add-in allows you to create, open, edit and save files directly to your Thru site directly from Microsoft
Office applications like Word, PowerPoint and Excel.

Note : Users that are in the BASIC USER GROUP will not be able to use this Addin/Connector

Use the sections below to get started:

Download and Install

Create and Save Office Files to Thru
Open and Edit Office Files



https://www.thruinc.com/user-guides/thru-administration-guide/current/en/topic/basic-user
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=
. ; This BT Save to Thru
Lipen = Rt by T White Paper docx Save to Thew
B + Add a Place Ward Document [“docs) |
Save As r— Decuments will be saved to Thiu felden
Brawse | FOLDERS/HCME demauser thewine.c om
Save o Adobe
PDF
o BRI Recent Folders
Print Select a recent folder to use it as the target folder for saving this document
Share li FOLOERS = HOME = demouserthmuinccom = by Documents = Marosting = Maketing
Export
Advanced
Fublish
Close @
Beowse
Thew |0
Saveta Thru - a e
1 @ Fowsmse o] 2 @ihnincgom  Log ot
=+ [ 7
iy 28215
[ MY FILES
i CUTBC
[ SHARED FILES
File name: |Research far White Paper.docs w
Eae as type: | Waord Dagument ["doe) w
Save | Cancel |

Download and Install

This section of the Thru Add-In for Office 365 guide will show you how to download and install the add-in.

Downloading the Add-In

To download the latest version of the Thru Add-In for Office 365, go here:
https://softwaredelivery.thruinc.net//Publishing/Default.aspx?Collection|ID=1RC4VI5VCJF7W

Select the “ThruAddin” link on the page and the Thru Add-In for Office 365 installation file will be instantly
downloaded to your computer.
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Installing

After downloading the add-in installation file to your computer, open up the file to begin installation.

1. When the file is opened, first review the terms and conditions and check the confirmation box. Next,
click “Install” and wait for the add-in to be installed to your computer.

ﬂ Thru Add-in for Office 365 Setup — X

Thru Add-in for Office 365

CAUTION! THIS LICENSE APPLIES TO Thru, Inc. (“Thru®), OF, 909 LAKE »
CAROLYN SUITE 750 IRVING, TEXAS 75039, Thru ® Enterprise
Connector for Microsoft Outlook SOFTWARE THAT YOU HAVE AGREED
TO THE USE AND ITS LICENSE (collectively, the "Licensed Software”).
BY LOGGING IN AND YOUR USE OF THE LICENSED SOFTWARE
INDICATES YOUR ACCEPTANCE OF THE TERMS AND CONDITIONS
OF THIS LICENSE, AND YOUR AUTHORIZATION TO CONTRACTUALLY ~

| agree to the license terms and conditions

Options % Install Close
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1 Thru Add-in for Office 365 Setup — X

Thru Add-in for Office 365

Setup Progress

Processing: Thru Add-in for Office 365

Cancel

2. After installing the add-in, close out of your Office apps (Microsoft Word, Excel and PowerPoint) and
re-open them to start using the add-in.

The following sections will show you how to get started with using the Thru Add-In for Office 365:

Create and Save Office Files to Thru

Open and Edit Files Stored in Thru

Create and Save Office Files to Thru

This section of the Thru Add-In for Office 365 guide will show you how to create new Office files (from Word,
Excel or PowerPoint) and save them to your Thru site. Follow the steps below to get started:

1. First, open up the Office app that you would like to use (Word, Excel or PowerPoint) and create a new
file. For this example we will create and save a Word document.

2. After creating a new document, go to File > Save As in the Office application and select the Thru icon
to save the file to Thru.
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Save As

0] Thiske
o= AddaFlace

Bronwse

-

* If you just downloaded the add-in and you do not see the option to save to Thru, it may be
because the Office app was opened when you installed the add-in. Close out the Office
application and restart it and the add-in will be activated.

3. After selecting the Thru icon, you will be prompted to sign in to your Thru site if you have just set up
the add-in or were signed out. For more on signing in, go here.

Thru

Secure File Sharing & Collaboration for the Enterprise

Thru Add-in for Office 365 is a secure and safe application.
Use it to store, organize and distribute your files and content.
Sign In

Learn more

Thru Add-in for Office 365 v2.0.32975
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Login to Thru Server X

Thru

Secure File Sharing & Collaboration for the Enterprise

Proxy Settings
Thru Server URL:  example.thruinc.net

Username:  exampleuser@thruinc.com

Password: -ooooo-ol

Forgot password
Sign In

Password-based
Use Single Sign On (S50)

4. After signing in, give your document a name and click the Browse Thru button (see image below) to
choose the folder on your Thru site where you want to save this file. The file can be added to either
your personal folders or within shared folders in Thru. Click Save when you are finished browsing.
The file will then be saved to the chosen location in your Thru site.

* Files saved using this add-in are saved only to your Thru site, no local copy is saved to your
desktop storage.
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Document1

Save to Thru

‘ Word Document (*.docx)

Documents will be saved to Thru folder:
FOLDERS/HOME/exampleuser.thruinc.com

Advanced

Browse
Thru

You are logged in as exampleuser@thruinc.com Log out

Selecting Browse Thru will allow you to navigate around the cloud file system

@ Save to Thru X
1+ [ FOLDERS» HOME® v G o
New Folder =y
exampl...
File name: ‘Documenﬂ.docx W
Save as type: ‘Word Document (*docx) %
Save ‘ ‘ Cancel
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5. Once the file is saved to your Thru site, every time you make new changes and click “Save” the file

will be updated in your Thru site.

Saving File to a Thru Server X

FOLDERS\HOME\Document1.docx

Cancel

Open and Edit Office Files

This section of the Thru Add-In for Office 365 guide will show you how to open and edit Office files that are
stored in your Thru site from your desktop’s Office applications (Word, Excel, PowerPoint). Follow the steps

below to get started:

1. First, open up the Office app you would like to use (Word, Excel or PowerPoint) and go to File >
Open. In this example we will open a Thru document from Microsoft Word.

2. After clicking Open, select the Thru icon to access your files stored in Thru. If you have just installed
the add-in or are signed out you will be prompted to sign in to your Thru site. For more info on signing

in to Thru, go here.

Open

-~

(L) Recent Workbooks

L1

Thru.
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If you have just opened your Office application to open a file from Thru, you will need to select “Open Other
Documents/Presentations/Workbooks” at the bottom of the screen and then select File > Open > Thru icon.

[m¥ Open Other Documents

3. After clicking the Thru icon, click Open Thru to select a file to open in your Office application. The file
browser window will open where you can navigate your Thru file system and choose a file to open.
Instead of browsing for files you can also choose to open recent Thru files you have accessed.

Open from Thru

Open files from a Thru site

Open Thru

Recent Files

SalesTrainingQutline.docx

FOLDERS > HOME = jake.miller.abctechnology.com = My Dropbox = SalesTrainingOutline.docx |
1/6/2007 6:28 PM

Recent Folders

ri FOLDERS » HOME = jake.miller.abctechnology.com = My Dropbox

ri FOLDERS > HOME

You are logged in as user@abctechnology.com  Log out

4. When you have found the file that you want to open, select it and click Open. The file will load from
Thru and then open in your Office application.
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1 h FOLDERS * HOME * jakemiller.abctechnclogy.com ™ My Dropbaox

Collab...
Doc.do,

File name: |Business Letter Template .docx v | Al Files () v

| Open || Cancel ‘

Open from Thru

Open files from a Thru site

Open Thru

Business Letter Template .docx

es [ rainin

Recent Folders

5. Once the file is opened in your Office app, you can edit the file and all changes will be saved to Thru.
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Your Name
Address, City, ST ZIP Code

Telephon: ) -
saving File to a Thru Server
FOLDERSYHOMEYjake.miller.abctechnology.comi\My Dropbox
Dafte
Cancel
Recipient

Fecipient Company Name
Recipient Address

Signing In to Thru — Office 365 Add-In

In order to open or save files using the Thru Add-In for Office 365, you will first be prompted to log in to your

Thru site.

There are two forms of login you can choose from: Password-based or Single Sign On (SSO).

Password-based Login

For password-based login, fill in the URL of your Thru site and enter your username and password. If you
never received information about your Thru site URL or were not issued a Thru account, contact your
company’s Thru administrator. If you forgot your password, enter in your Thru site URL and select Forgot
Password from the login screen.
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Thru

Secure File Sharing & Collaboration for the Enterprise

Thru Server LRL:
Username:
Passwaord:

Forgot password

Pazzword-baszed

e e
Use Single Sign On (550)

Prowy Settings

Single Sign On (SSO)

User Guide - Open

If your company has Single Sign On enabled for this add-in on your network, it only requires you to enter

your Thru site URL. Contact your Thru Administrator if you need help logging in using Single Sign On.
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Login to Thru Server “

Thru

Secure File Sharing & Collaboration for the Enterprise

Prowy Settings

Thru Server LRL:

S s
Use Single Sign On (550)
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THIS THRU USER GUIDE DESCRIBES AND SUMMARIZES THE USE OF THRU DESKTOP SYNC.

THIS DOCUMENT HAS BEEN PREPARED SOLELY FOR INFORMATIONAL PURPOSES AND IS BEING
FURNISHED FOR USE BY CUSTOMERS.

DISTRIBUTION OF THIS DOCUMENT IS LIMITED TO CUSTOMERS.

THE THRU USER GUIDE AND ALL INFORMATION CONTAINED HEREIN ARE OF A CONFIDENTIAL
NATURE.

EACH RECIPIENT WILL TREAT IT IN A CONFIDENTIAL MANNER. SUCH RECIPIENT WILL NOT,
DIRECTLY OR INDIRECTLY, DISCLOSE OR PERMIT ITS AGENTS, REPRESENTATIVES, EMPLOYEES,
OFFICERS, DIRECTORS OR AFFILIATES TO DISCLOSE ANY SUCH INFORMATION, AND SUCH
RECIPIENT WILL USE THE DOCUMENT AND ANY RELATED INFORMATION ONLY TO ACCESS THE
THRU SERVICE. IF EITHER THE RECIPIENT OR THE COMPANY ELECTS NOT TO PURSUE OR
CONTINUE WITH THE THRU SERVICE, THE RECIPIENT MUST RETURN THIS DOCUMENT AND ANY
OTHER MATERIAL RELATING TO THE THRU SERVICE AND THRU, INC., WITHOUT RETAINING ANY
COPIES THEREOF.

THE INFORMATION CONTAINED HEREIN IS PROVIDED ON A CONFIDENTIAL BASIS AND MAY NOT
BE REPRODUCED IN WHOLE OR IN PART.

IF YOU NEED MORE INFORMATION REGARDING SERVICE, PLEASE CONTACT:

Thru Support
support@thruinc.com
800.871.9316

© 2020 Thru, Inc. All rights reserved.
909 Lake Carolyn Parkway, Suite 750
Irving, Texas 75039

Phone 214.496.0100 « Fax 214.496.0102
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Microsoft and Windows are trademarks of Microsoft Corporation in the United States and/or other countries.

Other company or product names used in this manual are trademarks of those companies and may be
registered in certain jurisdictions.

Installing

Follow the instructions below to install Thru Desktop Sync.

1. Locate and run the setup.exe file. The Thru Sync Setup window opens. Click Next to begin the
installation steps.

-
ﬁ‘ Thru Sync Setup

YWelcome to the Thru Setup Wizard Th ru ®

The installer will guide you through the steps required to install Thru Sync on your
computer.

Setup will now check for the presence of components required to install Thru Sync.

WARMIMG: This computer program is protected by copyright law and international treaties.
LInauthorized duplication or distribution of this pragram, or any portion of it, may resultin
severe dvil or criminal penalties, and will be prosecuted to the maximum extent possible
under the law.

Installshield

= Back [ Mext = ] [ Cancel ]

2. The Thru installer will verify that your system can run Thru Sync and that you have all the prerequisites
for the install. All components will be marked with a green checkmark as shown below. Click Next after the
components scan is complete.
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=2

¥Yerifying necessary components

Q Microsoft Windows 7 or later

0 \MET Framework 4.5

InstallShield

0K

0K

Thru.

Setup has checked the presence of necessary components reguired to install Thru Sync.

< Back

I

Mext >

J

Cancel ]

User Guide - Open

3. To install Thru Desktop Sync you must accept the terms that are listed in the license agreement. After

accepting the terms, click Next.
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43 Thru Sync Setup ﬁ
License Agreement

Please read the following license agreement carefully. I h r u .

Thru End User License Agreement '

CAUTION! THIS LICENSE APPLIES TO Thru, Inc. ("Thru"), OF, 909 LAKE
CAROLYN SUITE 750 IRVING, TEXAS 75039, Thru SOFTWARE THAT

YOU HAVE AGREED TO THE USE AND ITS LICENSE (collectively, the
"Licensed Software"). BY LOGGING IN AND YOUR USE OF THE

LICENSED SOFTWARE INDICATES YOUR ACCEPTANCE OF THE TERMS ~

(711 accept the terms in the license agreement

@ I do not accept the terms in the license agreement

InstallShield

4. Select where you want the Thru Desktop Sync program file to be installed. The default location is
C:\Program Files\Thru Inc\Thru Sync Agent\. Click Next after selecting the program location.
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5]

Custom Setup
Select the program features you want installed.

Thru.

Install to:
C:\Program Files{Thru InciThru Sync Agenth

Create a shortout on the desktop

Click on an icon in the list below to change how a feature is installed.

Feature Description

Thru Sync is the enterprise
approach to reliably synchronize
files and folders of any size with
permissions and audit.

This feature requires 13MB on
your hard drive,

InstallShield

[ Help ] [ Space ] [ = Back

I

Mext = ] [ Cancel

User Guide - Open

5. Click Install to begin the installation of Thru Desktop Sync. If you want to review or change any

installation settings, click Back.
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Ready to Install the Program

The wizard is ready to begin installation. T h r u .

Click Install to begin the installation.

If you want to review or change any of your installation settings, didk Badk. Click Cancel to
exit the wizard.

InstallShield

| <Bak || instal || cancel |

Installing Thru Sync

The program features you selected are being installed. I h r u .

Please wait while the Setup Wizard installs Thru Sync. This may take several
minutes.,

Status:
Validating install

InstallShield

User Guide - Open

6. Once the installer is finished installing Thru Desktop Sync, the following screen will notify you that the
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software has successfully installed. Click Finish to exit the Setup Wizard.

i Thru Sync Setup l 25 J

Setup Wizard Completed

I h r u The Setup Wizard has successfully installed Thru Sync. Click
Finish to exit the wizard.

[ show the Windows Installer log

InstallShield

< Back Cancel

New Updates to Thru Desktop Sync
Application

* Implemented Pause and Resume operations in Sync.
* Auto Recovery processing improvements:

o Auto recovery state is saved on application exit and is restored on application restart, reduces the
recovery time.

o Auto Recovery is run in the background.

o Auto Recovery re-downloads only required files/folders from the server. Detailed messages are displayed.
o In case of Auto-recovery, an archive with the log files is created. File name: Thru_Sync_Logs__ Z.zip.
Location: folder Thru Sync Logs on the desktop.

* New behavior on Disconnect: files are preserved, detailed warnings are displayed.

* Help Center email address can be configured in Sync config file.

* Reporting a problem to Thru Support, the following dialog box is displayed and archive
Thru_Sync_Logs__Z.zip is created in the folder Thru Sync Logs on the desktop.
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Report a probl
Preparing logs.

We're sorry that yo
Please dick “Prepa
troubleshooting in
email the archive wilh a descriphon of the problem [0 our support center
support@thruinc.com

Fease wat

* Improved behavior in exception scenarios where sync cannot be performed, detailed messages.
 Data transfer optimizations.

Choose Folders to Sync to Your Desktop

After installing Thru Sync to your desktop, you will be prompted to setup your Thru account.

Enter your Thru Server URL, Username and Password.
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-
“ Thru Sync Legin

Thru.

Thru Server URL:

l Username:
Passwaord:

Fergot username or password?

Configure proxy

After successfully logging in, you will be able to choose Thru folders from your account to sync with your
computer.

1. First, select the location you would like to sync your folders. The default location is C:\Users\Your
User Profile\Thru.

2. Next, choose the folders you would like to sync to your desktop. Select a folder by clicking the
checkbox next to each folder. Use the arrows to locate sub-folders.

3. Click the OK button at the bottom of the window to sync the selected folders to your desktop.

Note : Once files are synced, a Thru folder will be created in the Favorites section of your desktop file
system. All content synced from your Thru account will be accessible in that folder.
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Choose Thru folders to sync with this computer

Local copy of selected Thru folders will be placed in:

CAUsers\Administrator\Thru

4 FOLDERS (demo.thruinc.net)
4 [m] | )i Commeon
[ |g] Files in Common
[ |, Accounting
4 [v] |15 Advertising
[¥] |2] Files in Advertising
Company A

Demo Folder

Folder read only

)% Folder level 1.3
JEHF1

JEHF 2

HF 3

J5 LTS Training

)5 Marketing

|EL| Files in Marketing
)5 Marketing Corp

0
]
]
0
0
0
]
0
[v]
]
[v]

J5 My Important Emails
|£| Files in My Important Emails
|i§ Important Emails

=[]

)5 North Ayrshire Council
J§ Photos

|£| Files in Photos
I |.§ Photol

=0 -

Note : Users that are in the BASIC USER GROUP will not be able to use this Addin/Connector

C——
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View Sync Status and Synchronization
Changes

[
F : :

To view the sync status of folders on your desktop, locate and click on the Thru icon in your desktop’s
system tray.

3 S

fg g & O

D] $ o

g = @ @
oy Customize...

gync Dashboard

A dashboard will open and show the status of your synced Thru folders. This dashboard will also notify you
of sync errors and warnings.
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LLUTE Syncing...

Recently synchronized changes
Demo Folder
l Added 14 minutes ago

My Cropbox
Added 14 minutes ago

My Documents

Added 14 minutes ago
Wiew full list

Open Thru folder

Q Up to date

Recently synchronized changes

Archive
l Added 14 minutes ago

SEC
Added 14 minutes ago

Sales Presentation

Added 14 minutes ago
View full list

Open Thru folder

When syncing is finished, a popup notification will appear in the system tray to notify you that actions have
been made in your synced folders.
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3 folders added ¥ X

Click to view synchronized changes.

View Synchronized Changes

To view the list of synchronized changes, click the View full list button on the bottom right corner of the
dashboard. A window will open showing all synchronized changes to content like deletions, additions,
renames, etc.

Q Up to date

Recently synchronized changes
Archive

i Added 14 minutes ago

SEQ

Added 14 minutes ago

Sales Presentation

Added 14 minutes ago

View full list

Open Thru folder
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Synchronized changes The following changes were synchronized with Thru server

Errors Filter

Warnings
l Sales Presentation Added by Rebecca Lee Oct 22 2015 0145 PM
] Content Added by Rebecca Lee Oct 22 2015 0145 PM
| . Collaterals Added by Rebecca Lee Oct 22 2015 01:45 PM
' . Campaigns Added by Rebecca Lee Oct 22 2015 01:45 PM
, Branding Added by Rebecca Lee Oct 22 2015 01:45 PM
l Analytics Added by Rebecca Lee Oct 22 2015 0145 PM

Filter Results

To filter your synchronized changes, use the filter tools at the top of the window to search for sync results
based on user, date, file or folder name, and operation performed.

Synchronized changes The following changes were synchronized with Thru server
Errors Filter
Warnings Name: Date from: | 1/1/2014 fis]| to (101222015 [i5)
User: Al - Operation: [Added -
Deleted
: Maved
l Archive Added by Rebect g med ki
Updated
), SEO Added by Rebecca Lee Oct 222015 0145 PM

View Sync Errors

The Errors section displays any issues preventing files/folders from being synchronized with the Thru
server. The following reasons can prevent syncing:

+ File is locked locally by some application.
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» User cannot create items in current folder (not enough permission or parent folder is unavailable).

Note: Contact your Thru Administrator when sync errors occur.

Synchronized changes e There are issues preventing some files/folders to be synchronized with Thru server

Warnings

Please resclve the issues to continue synchronizing the items,

View Sync Warnings

The Warnings view contains the list of items for which a user’s changes were not applied due to any reason.
The cases can be the following:

» A conflict occurred
» User deleted a folder which contains a sub-folder which is not synced

Note: Contact your Thru Administrator when sync warnings occur.

Synchrenized changes 0 The following changes you've made were not applied on Thru server

The items were updated according to its state on the server. Your changes of file contents were backed up to conflicted copy.
Errors

Accessing Thru Folder
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To access your synchronized files, navigate to the Thru folder that is located in the Favorites section of your
desktop file system. Any actions made to content within these folders will automatically be synced for

anyone that shares these folders on the Thru Server.

4.7 Favorites
Bl Desktop
4. Downloads
=l Recent Places
@ Creative Cloud Files

n Thru

Organize = Include in library = Share with « Burn

New folder

2% Favorites Mame Date modified Type Size
Bl Desktop & Advertising 20151:45 PM  File folder
& Downloads & Customers 1 45 PM  File folder
= Recent Places & Finance 20151:45 PM  File folder
@ Creative Cloud Files & Marketing 20151:45 PM  File folder
Thru & Operations 51:45PM  File folder

Another way to navigate to the Thru folder is by clicking on the Open Thru folder button found in the sync

dashboard.

0 Up to date

Recently synchronized changes

Archive

* Added 14 minutes ago

SED

Added 14 minutes ago

Sales Presentation

Added 14 minutes sgo

Open Thru folder
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& Operations
& Marketing
. Finance

& Custormners
& Advertising

Desktop Access to Thru Server

Date modified

10/22/20151:45 PM
10/22/20151:45 PM
10/22/2015 2:58 PM
10/22/20151:45 PM
10/22/2015 1:45 PM

Type

File folder
File folder
File folder
File folder

File folder

User Guide - Open

To access your Thru account directly from your desktop, right click on the Thru system tray icon and click

Go to Thru server. This will direct you to the Thru Web application.

Open Thru folder
Go to Thru server

Wiew sync results

Settings
Help

Exit

To learn more about using Thru Web, refer to the Thru Web User Guide
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I h r u Select language: (T w
®

File Sharing & Collaboration Portal

Thru Demo
Username Forgot username

e  Upload files via Thru
Password Forgot password Dropbox ™

] Remember my username

Thru is a secure and safe application you can use to store, organize and distribute your files. Your username
determines your ability to view, download and upload files.

Enterprise File Sharing & Collaboration Th ru.

Disconnect Sync

To disconnect Thru Sync from syncing files to your desktop, right click on the Thru system tray icon and

click on Settings.

The Settings window opens. Click on the dropdown arrow located in the top right corner.
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You are connected a5 demouser

Choose Thru folders to sync with this computer

{ 4 FOLDERS (demathruincnet)

4 [ JjzCommen

‘®

OOo0OodooooooOoobpooooo

O

[5] Files in Comman

13 Accounting

4% Advertising

|z Company A

Jui Demo Folder

1i Falder read only
Jus Folder level 1.3

Jui HF 1

LEHF 2

JiHF3

Jui LTS Training

1% Marketing

Juz Marketing Corp

L3 My Important Emails
1% Morth Ayrshire Council
Jui Photos

1% Release Felder

Ju2 Test Costa

Jui testl23

JJE TEST123456567

113 HOME

M

[21 Files in HOME

QK I | Cancel

User Guide - Open

Select Disconnect Sync to disconnect Thru Desktop Sync from the current Thru account. You will be

prompted to either keep synchronized files on your desktop or to remove them. Choose either Keep or

Delete.

You are connected as  demouser

to Thru server at

Disconnect Sync
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rﬂ, Disconnect Sync u1

Do you want to keep Thru folder
contents on this computer?

i | Keep | | Delete | [ Cancel |
e J

Troubleshooting

Failed to log in with currently used account

Failed to log in with currently used account

Thru Ticket server logs you in with different Thru account.
Please contact your administrator.
Currently used account:

Thru server LRL: https/facme.thruinc.com
Username: bob_singer@acme.com

Mew account:

Thru server LIEL: https://thnu.actimind.com
Username: bobsinger

Ta use anather account you should disconnect Syne from
current account first,

@ Hide details

The dialog is shown in follow cases:
- Precondition: user is logged in
- Url to Thru server was changed/SSO configuration is changed

- SSO user is configured for another account

To solve it:
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- Click Show Details
- Click Disconnect Sync
- Rename C:\Users\\Thru to C:\Users\\ThruBackup

Concurrent editing can result in conflicted
copies

An issue can occur when multiple users open the same file in MS Desktop Applications such Excel in
synchronized areas and where Excel auto-saves the files.

If any user made any changes, changes for that user will be in the last conflict copy with that user’'s name.
Users have to keep the latest copies and merge the changes.
The scenario where multiple users edit or auto-save the same file will always generate conflict copies.

Users should be trained that concurrent editing will result in conflicted copies and last changes by certain
user are stored in the file with name which includes the name of this user.

Quick panel icons on Windows 10 are not
updated without refresh

The icons of synchronized items in Quick Access panel on Windows 10 and 7 are not updated without a
manual refresh
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Thru Add-In for IBM Notes User Guide

THIS THRU USER GUIDE DESCRIBES AND SUMMARIZES THE OPERATIONS OF THE THRU ADD-IN
(CONNECTOR) FOR IBM NOTES (REFERENCED AS “THRU CONNECTOR FOR IBM NOTES” IN THE
SOFTWARE AND SHORTENED AS “THRU ADD-IN” IN THIS DOCUMENT). THIS DOCUMENT HAS BEEN
PREPARED SOLELY FOR INFORMATIONAL PURPOSES AND IS BEING FURNISHED FOR USE BY
CUSTOMERS. DISTRIBUTION OF THIS DOCUMENT IS LIMITED TO CUSTOMERS.

THE THRU USER GUIDE AND ALL INFORMATION CONTAINED HEREIN ARE OF A CONFIDENTIAL
NATURE. EACH RECIPIENT WILL TREAT IT IN A CONFIDENTIAL MANNER. SUCH RECIPIENT WILL
NOT, DIRECTLY OR INDIRECTLY, DISCLOSE OR PERMIT ITS AGENTS, REPRESENTATIVES,
EMPLOYEES, OFFICERS, DIRECTORS OR AFFILIATES TO DISCLOSE ANY SUCH INFORMATION, AND
SUCH RECIPIENT WILL USE THE DOCUMENT AND ANY RELATED INFORMATION ONLY TO ACCESS
THE THRU SERVICE. IF EITHER THE RECIPIENT OR THE COMPANY ELECTS NOT TO PURSUE OR
CONTINUE WITH THE THRU SERVICE, THE RECIPIENT MUST RETURN THIS DOCUMENT AND ANY
OTHER MATERIAL RELATING TO THE THRU SERVICE AND THRU INC.., WITHOUT RETAINING ANY
COPIES THEREOF.

THE INFORMATION CONTAINED HEREIN IS PROVIDED ON A CONFIDENTIAL BASIS AND MAY NOT
BE REPRODUCED IN WHOLE OR IN PART.

IF YOU REQUIRE ANY MORE INFORMATION REGARDING THE THRU SERVICE PLEASE CONTACT:

Thru Support
support@thruinc.com
800.871.9316

© 2020 Thru, Inc. All rights reserved.
909 Lake Carolyn Parkway, Suite 750
Irving, Texas 75039

Phone 214.496.0100 « Fax 214.496.0102

Trademarks and Abbreviations
Thru, Inc. and the Thru logo are registered trademarks of Thru, Inc.

Microsoft® and Windows® are trademarks of Microsoft Corporation in the United States and/or other
countries.



IBM Notes® is a registered trademark of IBM Corporation in the United States and/or other countries.

Other company or product names used in this manual, and not included in the list above, are trademarks of
those companies and may be registered in certain jurisdictions.

Download Thru Add-In for IBM Notes

ir
To download the latest version of Thru Add-In for IBM Notes, CLICK HERE

Introduction

The Thru Add-In (Connector) for IBM Notes allows companies to expand their email messaging environment
and provides endpoint message protection without file size limitations. It seamlessly adds expiration and
password-protection functionality that enables users to control access to messages and files in motion and
revoke access on-demand. This add-in can be downloaded and installed in minutes, instantly integrating
with the IBM Notes user interface. Thru Add-In for IBM Notes is best suited for simplified messaging with
partners, customers, and suppliers without additional training time or expense. No PGP, PKI, or encryption
key exchange is necessary before messages are sent.

System Requirements — Add-In for IBM Notes

In order for proper operation of the Thru Add-In for IBM Notes, the following software and hardware
requirements must be met:

Operating Systems
* Windows 7
* Windows 8
* Windows 8.1

Microsoft .NET Framework 3.5 or above

Windows Administrator Access


https://softwaredelivery.thruinc.net/Publishing/Default.aspx?CollectionID=05K7W9TOFI117

Platform User Guide - Open

Email Clients
* |IBM Notes 8.5.3 or above
Hard Drive Space

+ 20 MB or greater

Installing the Software

This section describes the steps required to install the Thru Add-In for IBM Notes desktop application.
Follow these procedures for initial setup.

Begin by launching the Thru Connector Setup file. The following Welcome Screen is displayed below.

"ﬁ Thru® Connector for IEM Lotus Motes Setup E' = I‘
Welcome to the Thru Setup Wizard T h
ru.

The installer will guide you through the steps required to install Thru® Connector for IBM Lotus Mates (Thru
Desktop Plug-In for Lotus Motes andfor Thru Explorer) on your computer.

Setup will now chedk for the presence of components required to install Thru@® Connector for IBM Lotus
Motes.

WARNIMG: This computer program is protected by copyright law and international treaties. Unawthorized
duplication or distribution of this program, or any portion of it, may result in severe dvil or ariminal penalties,
and will be prosecuted to the maximum extent possible under the law.

InstallShield

The Installer verifies that the user has Administrator privileges on the local computer and verifies that the
Thru Add-In is not already installed on the user’s computer.

Click the Next button. The Installer will verify the following system requirements:
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+ The installation is run under Microsoft Windows version 7 or greater
* Microsoft .Net Framework 3.5 or later version is installed
» Ensures that user has IBM Notes 8.5.3 or later version

Thru® Connector for IBM Lotus Motes Setu = =
iz p

e Thru.

Setup has chedked the presence of necessary components required to install Thru® Connector for IBM

Lotus Notes,
@ Microsoft Windows 7 or greater OK
@ NET Framework 3.5 oK
@ 1BMLotus Notes 8.5.3 or greater 0K

Mo errors have been detectad.

Chick Next to continue installation.

InstalSheeld

| Concdl | [ <Back || Next> |

If all the system requirements are met, accept the terms of the license agreement and click the Next to
continue the installation. The setup shows the Thru End User License Agreement (EULA) screen.
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s Thru.

Please read the following license agreement carefully. To install Thru® Connector for IEM Lotus Notes you
must accept the license terms below.

CAUTIONI THIS LICENSE APPLIES TO Thru, LLC ("Thru™), OF, 903 LAKE CAROLYMN =
SUITE 750 IRVIMNG, TEXAS 75039, Thru & Desktop Edition SOFTWARE THAT YOU | |
HAVE AGREED TO THE USE AMD ITS LICEMSE (collectively, the "Licensed

Software”). BY LOGGING IN AND YOUR. USE OF THE LICENSED SOFTWARE
INDICATES YOUR ACCEPTAMCE OF THE TERMS AND COMDITIONS OF THIS
LICENSE, AND YOUR AUTHORIZATION TO CONTRACTUALLY BIND THE PERSON
OR ENTITY ON WHOSE BEHALF YOU HAVE DOME SO, IF ANY . IF NOT, YOU
SHOULD IMMEDIATELY RETURN THE LICENSED SOFTWARE OF. CEASE TS

USE, FOR A REFUND OF ANY AMOUNTS PAID FOR THE LICENSED SOFTWARE
MR THFE | IFFMNSFE T 1SF THE SOFTWARFE | FRS THE PRO RATFER AMOH INTS

-

(@) [ accept the terms of the license agreement
(711 do not accept the terms of the license agreement
Inztallshield

[ Cancel ] [ < Back ][ Mext = ]

Upon EULA acceptance, the Installer displays an option to select the desired components and installation
location directory.
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ﬁ! Thru® Connector for IBM Lotus Motes Setup E =] @
Select Components to Install h
Select the way you want Thru® Connector for IBM Lotus MNotes to be instal. .. r u L]

Click the icons in the tree below to change the way features will be installed.

Connector for IBM Lotus Notes Thru® Connector for working with
Thru Explorer Thru distributions, files, and folders

Thru Desktop Plug-In for Lotus Motes in IEM Lotus Notes.

This feature has 2 of 2 subfeatures
selected, The subfeatures require

19ME on your hard drive.
Location: C:\Program Files (x38)THRLI
Reset Disk Usage
Installshield
| cancel | | <Back | instal |

The Reset button resets the installation files to the default directories.

To quickly check the available drive space for the installation, you can click the Disk Usage button. It will
display the available free space for the selected drives.
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Platform
ﬁ‘ Thru® Connector for IBM Lotus Motes Setup @
Disk Space Reguirements T h
The disk space required for the installation of the selected features. r u L

Highlighted volumes do not have enough disk space available for selected features. You can either remove
some files from the highlighted volumes, install fewer features, or select different destination drives.

Volume Disk: Size Available Required Differen

= 119GE 31GE 52ME 31

Sy 455GE 46GE OKE 461

=z 465GE 46GE OKE e

1| 1] [ r
Installshield

Next, select the components to install in the desired installation directory and click OK.

The installation will begin to copy the necessary files to the installation path that you have selected. It will
also create the Windows Start Menu icon for the Thru Add-In for IBM Notes.
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Installing Thru® Connector for IBM Lotus Notes

Please wait while the Setup Wizard installs Thru® Connector for IBM Lotus Notes.

Status:

InstaliShield

o

fo] ® ==

Thru.

If User Account Control dialog box is displayed, click Yes:

I

<’ software on this computer?

@ Program name:  Thru Connector for IBM Lotus Motes
Installer

Verified publisher: Thru Inc.
File crigin: Metwork drive

(v) Show details Yes ]E No |

Change when these notifications appear

'@ User Account Control @

(‘j‘] Do you want to allow the following program to install

Check the two boxes to ensure that the shortcuts will be displayed:

Copyright Thru, Inc. 2002-2019

User Guide - Open

Page 284 of 414



Platform User Guide - Open

13! Thru® Connector for IBM Lotus Notes Setup || B |||
Create Thru Shortcuts T h r u
Select the shortouts to create for Thru® Connector for IBM Lotus Motes, L

Please select the shortouts to be created after Mext button dicked.

Create Thru Explorer shortout on desktop

Create Thru Lotus database shortout on desktop

InstallShield

Cancel < Back

Finally, click Finish to complete the installation of Thru Add-In for IBM Notes.

1% Thru® Connector for IBM Lotus Notes Setup == o |

ot Thru.

Thru® Connector for IBM Lotus Notes has been successfully installed.

Setup will now deploy Thru Lotus Notes database on your computer. During database installation you may
be prompted for your Lotus Notes password.

After Thru Lotus Notes database is opened, you may create a Lotus Motes bookmark to it by dragging the
Thru tab to the bookmarks panel on the left of the main Lotus Motes window.

Click the Finish button to complete the Setup Wizard.

InstaliShield
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If User Account Control dialog box is displayed, click Yes to create a shortcut:

r !

r&1 User Account Control |_ £2 |

Do you want to allow the following program to make

changes to this computer?

B | Program name:  Thru Connector for IBM Lotus Motes
== Installer
Verified publisher: Thru Inc.
File origin: Hard drive on this computer
'v) Show details Yes || No

Change when these notifications appear

Click OK on the final dialog box:

® Thu® Desktop Edition Setup @

Installation finished succesfully

Upgrading the Software

Users are able to upgrade their installation of the Thru Add-In when a newer version is released or to repair
the existing installation if problems occur with the current application. This can be accomplished either by
manually running the Thru Add-In Setup file installer or selecting Change in the Add/Remove Programs in
the Windows Control Panel.

If the same version of Thru Add-In is installed, the installer performs a standard MSI Repair procedure.

If any previous version is installed, the installer continues with a standard MSI upgrade procedure.
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Uninstalling the Software

Removal of the Thru Add-In for IBM Notes can be accomplished via Windows Control Panel or by
downloading the Thru Add-In for IBM Notes again. If you attempt to execute the installer on an already
existing installation, the setup will automatically detect the prior installation and the screen below will
appear. Here you can choose to remove or repair the installation.

1) Thru® Connector for IBM Lotus Notes Setup [ =]

Welcome to the Thru Setup Wizard Th ru.

Setup has detected that you already have Thru® Connector for IBM Lotus Notes version 1.6.4 installed on
your computer.

Please select whether you want to repair or remove Thru® Connector for IBM Lotus Motes version 1.6.4,
@ Repair Thru® Connector for IBM Lotus Notes installation

| Remove Thru® Connector for IBM Lotus Notes

InstallShield

o

Click Next button to repair or remove the installation. All shortcuts will be removed as part of uninstall.
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Getting Started with Thru Add-In for IBM
Notes

Thru - Ermasks - 1M Lotus Notes

Fie Fet View Crase Aekions Tewt Tosh Wondew  Heip

s
CoENTE- - — I
4

e D=-B88 ¢ ~hdiBAPL-MPrEIEE « Hl-

[ | [r——

Corecon Message Palcie | Py Semrga |

'r' Thrs Serves L et /A S

Uemrars o

Faanaert I

To start Thru Add-In (Connector) for IBM Notes for the first time and create a bookmark (tab) in Notes,
please start IBM Notes using the shortcut created on the desktop by the Thru Add-In installer that is marked
by the icon below:

Notes will start and the certificate warning will be displayed. Please click Yes to create cross certificate for
Thru Inc. — that operation is required only at the first start. On subsequent starts, Notes can be launched
directly since the tab bookmark will be saved.
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Create Cross Certificate m IE

Your Mame and Address Book does not contain a cross cedificate for this
organization:

Crganization

Public key identfier THUSU QVEAT1 SDFUG 85VWTE WNSNS X7435

Would you like to suppress this waming in the future by creating a cross cerfficate
fiar this organization in your Mame and Address Book?

You cant be sure that documents from this organization signed by its members
are authentic ar that you are actually communicating with its servers unless you
can verfy that the key presented above is comect.

Yes Mo | Advanced. ..

Once approved, the tab for Thru Emails will be displayed in IBM Notes:

' Thru - Emails - IBM Notes [l e

File Edit View Create Actions Ted Tools Window Help

Open~ W B - -

) Discover Thru - Emails ﬂ Thru - Emails =
I

Send Thru|  Preferences

| I
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Sending Files with Thru Add-In for IBM Notes

£ Untitled . New Distribution =

AhDETO-HS @ b il4is v = 3= @ =6 2D Y q
| | sena Toru g../splir ':I_-

| Expires: 103042016 o (distibuticn expiration dale) I Hosdy me whanthe fle(s) have bean coflected = RequestLogin

exp-wwe b te- Thru-Incogo- 104035 png (761 mytes)

|

O 3o atarm Figs (143 ket & | ]
5 K = | ] |

sunpect| |

From:  Rebecca Lee | dema thruinc.et - (202720706 10.07 AM |

[ Publc Message Private Message -3

exp-website-Thru-Inc-logo- 105x35.0ng - Aniachment Details E |
Attachment: @y rap webate They incfogo- 10835 prg |
Losation: Local Woksation o Local Network,
Full Path: C\Users'veece blmes\Deskion oo -webste- Thurncdoge- 105 ong

Sire: 761 byt

This 5 the prctecied tex area of e fom

@S m ald

Thru Add-In (Connector) for IBM Notes allows a user to create an email and attach local files/folders and
files/folders stored in Thru Cloud of any size for a secure delivery. To create a new Thru email, click on
Send Thru button on Thru Emails tab.

On first use, the following confirmation message is displayed. Please select the button that says, “Start
trusting the signer to execute this action.” Click OK once it is selected.
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Motes has been asked to execute a potentially dangerous action by a program
on your system. You have not authorized the signer of the program to pesform

Details
Program signedby  Thru Inc./Thru Inc.
On 09/17/2014 04:37:08 AM
Is attempting Access to cument database

With the action MotesUIDocument . Field Set Teod

What to Do

Allowing this action to continue could damage your system or expose
confidential information Dﬁsﬂ:wim‘dmﬂtmm to display
incomectly or not complete.

() Do NOT execute the action

(7) Execute the action this one time

() Trust the signer to execute this action for this Notes session

(@ Start trusting the signer to execute this action

OK More Info

A new Thru message form shown below is displayed with the following parameters. Clicking on To, Cc and
Bcc buttons opens the standard IBM Notes dialog boxes to select message recipients in the IBM Notes

Address Book.
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i’ Untitled - New Distribution - IBM Notes = o]
File Edit View Create Actions Text Tools Window Help

Open ~ X
@ Discover Thru - Emails & Thru - Emails &" Untitled - New Distribution  x

& e e % o &=
Send Thn.|| §| Display | il

Expires:| Wed 07/22/2015 1s|| (distribution expiration date) [ Motify me when the file(s) have been collected [ Request Login

From: Thru Administrator / demo.thruinc.net - 06/22/2015 07.05 PM

[ Public Messags Private Message

List of recipients to send disinbution to.

A. [To]:
To: To recipients list should contain at least one recipient in a new distribution. This field may be empty in
an edited distribution (100 characters maximum per address).

B. [Cc]:

Carbon Copy Recipients: Enter email address(es) as a CC. All To and CC Recipients will be visible to
each other. This field may be empty.

C. [Bcc]:
Blind Copy Recipients: Enter email address(s) as a BCC. All To and CC Recipients will be visible, while

any Bcc recipients will not be displayed. You may add your own email address here if you would like to get a

copy of the Thru email, or you may leave this field empty. Auto Bcc is also available by modifying your Thru
Preferences.

D. [Subject]:

Subject: Email subject line for Thru message (200 characters maximum). This field may be left empty.

E. [Expires]:

Expires field: Allows for a manual entry of an expiration date that removes the file from download
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availability. Selection of desired date is similar to the standard Notes field for entering dates. Default

expiration date is set in Administration section of Thru site.

F. [Attach], Paper clip icon:

Clicking on Attach paper clip icon displays Thru attachment window where users can select both local and

cloud files and folders to send with Thru message in any mix.

Note: Total size for all local attachments is limited by 2 GB. Size of cloud attachments is unlimited.

a

Select Files and Folders to Link

Folder: |TD \FOLDERSYCommon

- 0-0-aRE-®

~

==

A ||

File System And Upload [

- 1, FileSystemAndUpload zi
- 4, FileSystem BxtendedLplc
- 1, FleSystem BxtendedUple
[ | troubleshooting (vypsfHome)
El--- Thru Server {demo thruinc net) 3

e

-4 HOME

-7 OUTBOX

-] OUTBOX EMAIL ATTACHN i

3

|05 demo app (WpsitHome"
, office (\psf\Home'\Desktop
| presentations (v\psfHome
; RFI -to lan (v\psf Home"De
; RSAKeys (vpsfHome"Desl
; SFTPKeys (WpefyHomeDe:
| test upload AP (v\psf\Home
Thrnu Server AP developmer

| APl Guide (\psf*Home"

, Archive (\psf\Home"\De

; Document samples (\\p:

[ Basiclser Account
[ Folder lewvel 1.1

[ Folder level 1.2
[ Folder level 1.3
[ KevinTest

[ Test

[ Test1111111
(Dtest123

File name:

[ ]

Files of type: [Te:d Files (* b}

o)

Cancel |

Removal of single attachment is performed by selection of the desired file and click on the single paper clip

icon with X sign. All attachments can be cleared at once by clicking on the double paper clip icon with X

sign. The two icons are shown below circled in red.
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An Early Human jpa (23.32 KB)

Thru Syncvl1.5.docx (1.31 MB)

= =

G. [Public Message tab]:
Enter text here and it will be sent as a regular email message and it will be visible to all recipients of the
message.

H. [Private Message tab]:

The message is sent as a private message available over encrypted connection. Private message will be
visible by the recipients in the browser over encrypted HTTPS connection after recipients click on Thru link
contained in email. This field is optional.

I. Notify Me when the file(s) have been collected:
Notify me when the file(s) have been collected checkbox is checked by default. The flag instructs the server
to send a notification email when a recipient downloads any of the files in the Thru message.

J. Request Login:

Checkbox Request Login instructs the server to protect the link to the files sent in Thru email. Recipients will
have to self-register to get access to the files. Default state of this checkbox is set in the site Administration/
Messages section. If default status is Never or Always, the checkbox is not displayed. If the state is User
Choice, the checkbox is displayed and available for change by a user.

K. [Send Thrul:
Clicking Send Thru sends the composed message to the intended recipients.

Thru Preferences

Preferences button in Thru — Emails tab allows users to modify the settings of Thru Connector, including
connection and proxy settings. A dialog box is displayed to modify Connection, Distribution, and Proxy
Settings.
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Connection to Thru Server

’ Thru Preferences @

Connection | Message Policies | Download/Upload I Prowy Settings

e
*-Eﬂ’\./} Thru Server URL:  hitps://demo thruine net
sername: admin

Passward:

| oK || Cancel

A. Thru Server URL:
URL to Thru site. Information should be provided by administrator.

B. Username:

User name to connect to Thru site. Information should be provided by administrator.

C. Password:

Password for the user account at Thru site. Information should be provided by administrator.

Message Policies Tab

This tab allows selection of a folder to upload local files and folders attached to Thru emails, and to Auto
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Bcc setting.

' Thru Preferences @

Connection | Message Folicies | Download/Upload I Proxy Settings
Auto Boo Addresses

| OK || Cancel

To automatically send yourself or other recipient a Bcc copy of all outgoing Thru emails, insert the email
address into Auto BCC Addresses. This setting will automatically appear in the Bcc box in every new Thru
email where it can be edited or removed.

Proxy Settings Tab

Proxy settings define the proxy server and proxy authorization information used to connect to Thru site.
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EOThmPrcﬁ:m'lcs 1
[ Connection | Distrioution Settings | Proxy Settings |

@ Always use |E proxy settings (not configured)
*) Direct connection
") Configure proxy server

Server

Port: 3128

Username:

Password:

O] [ Caneel ) (o]

A. Always use IE proxy settings (not configured):
“Use IE settings” (default value)

B. Direct connection:

Direct connection mode allows communication with Thru site directly.

C. Configure proxy server:

* Proxy server URL — URL of the proxy server

Proxy server port — Number of the port on the proxy server to connect to, port range between 0 to
65535 (3128 is default setting)

» Proxy requires authorization flag — (Unchecked as default)
* Proxy username — User name to connect to the proxy server
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* Proxy password — Password to connect to the proxy server

Thru Explorer

Thru Explorer can be launched using the shortcut on the desktop or at the start menu or by search in the
Start menu of Windows desktop.

Thru Explorer

Access Thru Explorer Options

If Thru Explorer has been opened for the first time or in case connection settings were not set in the Thru
Add-In, prior to the launch of Thru Explorer, the following Preferences dialog box will be displayed.
Preferences are also available via menu Tools/Options.

Four tabs are available in Preferences dialog: Connection, Sent Thru Folder, Download/Upload, and Proxy
Settings.

Connection Tab

This tab is used to connect the Thru Add-In for IBM Notes to a Thru server. The following information must
be entered to connect to the Thru server as in the image below:

URL to Thru site: For example https://demo.thruinc.net
Username: Name used for account in Thru site
Password: Password for account in Thru site
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rn Thru Preferences @

Connection | Sent Thru Folder I Download/Upload | Prowy Settings

é
jir Thru Server URL:  https://demo thruinc net
|Usemame: admin

Password:

| ok || Cancel Appl

Sent Thru Folder

Click on the Sent Thru Folder tab to access the settings.

Set the frequency of Sent Thru folder refresh. The default is 5 minutes and it can be changed to 5 min
increments.

Note: faster updates consume more bandwidth
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‘n Thru Preferences

Connection | Sent Thru Folder | Download/Upload | Prooy Settings

Reload Sent Thru Folder from server every 5 | minutes

[ OK ] [ Cancel Apph

Download / Upload

Click on the Download tab to access the settings.
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| Connection | Sent Thru Folder | Download/Upload | Proy Settings

(71 Ovennite downloaded files if they already exist

@ Automatically rename downloaded files (by adding order #to file name)

(71 Owerwnte uploaded files f they already exist

@ Automatically rename uploaded files (by adding order # to file name)

OK || Cancel

Behavior When Files Already Exist in the target location while uploading or downloading:

Select the action of the Thru Add-In if the file with the same name exists in the target folder.

Example: If a file named Car exists, the new file will be named Car'.

Click on the Upload tab to access the settings.
Restart upload...

Number of retries and retry settings

Behavior When Uploaded Files Already Exist:

Select the action of the Thru Add-In if the file with the same name exists in the target folder.
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Example: If a file named Car exists, the new file will be named Car.

Proxy Settings

Click on the Proxy Settings tab to access these options.

n Thru Preferences @

| Connection | Sert Thru Folder I Download/Upload | Procy Settings

@ Always use |E proxy settings {not configured)
(") Direct connection

(™) Corfigure proxy server

328 =

-

[ Prosey authorization required

| ok || Cancel

Settings here are exactly the same as in the Thru Add-In

Click OK to save the settings that you have edited.

Navigating Files and Folders in Thru Explorer

The tree view can be used to navigate the Thru Explorer. The tree view is displayed by default on the left
hand side of Thru Explorer window and can be toggled on or off by a click on the Folders icon in the action
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bar.

-

Thru Explorer - \FOLDERS
File Edit Wiew Tools Help

L7, Folders |r-

4= Back ~ = ~ |

Folder: "FOLDERS

To display the contents of the folder in the right panel, click on the folder name in the tree view.

Click on the plus sign (+) next to the folder name to display subfolders. Subsequent clicks on the subfolders
will display the contents of the subfolder.

Thru Explorer - \FOLDERS\Common ][0 |

File Edit View Tools Help

7, Folders |r-| = Dowrload S Upload + | EH

Folder: (1) \FOLDERS\Common +  Search: -

& Folders x  |[JiBasicUser Account:

Thru Server {dema thruinc (] Folder level 1.1
= [0 Common (] Folder level 1.2
= [ BasicUser Accour| | Folder level 1.3
[ delete [ KTest
= [ Folderlevel 1.1 | |3 Test
(3 legal (7 Test1111111
1 Newfolder | |[Jtest123
[ Folderlevel 12 | | HOWTO_Create_Thu_Websites_on_IIS7.5,pdf
[0 Folderlevel 1.3
[ KTest
[ Test
[T Test1111111
07 test123
£ HOME
[T OUTBOX
[T OUTBOX EMAIL ATT
Sent Thru
ﬁl Last Search Results

&@Ba. v = v [H]

4 L} I

|Fﬂ|ders: & Files: 1 596.39 KB
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Uploading Files/Folders

There are two ways to upload files/folders to Thru Explorer:

1. Drag and Drop OR
2. Menu Selection.

Prior to upload, a user should navigate to the target folder using the tree view in the left panel or using the
file view in the right panel.

Drag and Drop

To upload the files or folders to Thru Explorer, drag and drop the file or folder into the right panel or on top
of folder name in the left panel. Transfer Manager will start and upload the file.
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File Edit View Tools Help
GBa. v = v [ "EFoIders | ‘ v B
Folder: [y \FOLDERSWCommon'test]23 * Search:
0 Folders % ||= An Earfy Human jrg
Thru Server (demo thruinc
= @] Common
= [ Basiclser Accour
[ delete
= [ Folderlevel 1.1
7 legal

1 New folder

[ Folderlevel 1.2 - :
[ Folderlevel 1.3 —~—
[0 KTest uu » IBM connector docs - | 9y | | Search IBM connector docs ol
[ Test
[ Test1111111 Organize « Mew folder = [0 @
i Name : Date modified

] test123 ‘
'a':l HOME -‘I‘\-‘ .7 Favorites
[0 OUTBOX
[ OUTBOX EMAIL ATT
Sent Thru
[©7 Last Search Resutts

Libraryl
=l Recent Places
4 Downloads

J builds

. Thru-Folders

1| mn | 3

Files: 1

- Libraries
3 Documents
J‘u Music

’ 2 items

-

fE Thru Plugin for IBM Notes User Guide... 6,/22/2015 9:57 PM

[ thru-17.2.msi

6,/22/2015 6:50 PM

1| n F

Offline status: Online
Offline availability: Mot available

Upload via Thru Explorer Toolbar Menu

Click Upload menu and select a file or a folder to upload.

Copyright Thru, Inc. 2002-2019

Page 305 of 414



Platform

= Download 2 Uplo..

N &

ruinc.com\My

Files to this Folder...
Folders to this Folder...

T

Customers_C
redit_Card_N

umbers xlsx

Upload via Right-click Menu

User Guide - Open

Thru Explorer - W\FOLDERS\Common'testl23

File Edit View Tools Help

& Ba. v =~ [E

L7, Folders |I‘.| = Dowrload 5 Uplead ~ -

Folder: [ \FOLDERS\Commonitest123

-

& Folders X

Thru Server (demo thn
= ED Comman F
= [ BasicUser fcc
[ delete
= [ Folderlevel 1.
7 legal
7 New folde
|27 Folderlevel 1.
|27 Folderlevel 1.
0] KTest
L7 Test
07 Test1111111
= 7 test123
[C7 subfolder
[C7 subfolder
£ HOME
[T OUTBOX
] OUTBOX EMAILY
Sent Thru -

i

m

(-7 subfolder 2
= An Eary Human jpg

Arrange Icons By

Save

Save Az

Upload Files
Upload Folders

Move to Folder

Refresh

Create new Folder...

F5

Folders: 2 Files: 1
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Once a file or a folder is selected, click the Open button to start the upload. This will start the Transfer

Manager and perform the upload as shown below:

1
ﬁ Thru Transfers ——— - - L= | (S
[ Downloads | Uploads |
4 Stals ltem Size Progress Uploaded Time Left Upload To
Active & Business Corporation ppbc 56.99 KB 0% 219 bytes 4min 25 sec \FOLDERS\HOME nicholas blanton. ...

*  Remove ltem

Omué._)plmd Status Active )
Transfer Rate: 219 bytes/sec Options...

Upload Remaining 4 min 25 sec / 56.77 KB

Downloading Files or Folders

Thru Explorer can be used to download the files and folders stored at Thru site to a local drive.
Files and folders can be downloaded using Thru Explorer via two different menus.

1. Download via toolbar menu OR
2. Download via Right-click menu

Download via toolbar menu

Select the file to download and click Download button on Thru Explorer toolbar.
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% Download % Uplo.. v Edv
ruinc.c y Documents|important Documents

Customers_...

il

Browse dialog box appears to select target folder location.

Browse For Folder

Please select a destination folder to download selected
THRU files or folders to

» & Computer <
> @& Network
» & Control Panel

% Recycle Bin

1M

> }. Active
4 | Attachments
| Confidential

| Important Documents

Make New Folder OK Cancel

Select the target folder and click OK to start download. Transfer Manager will open and download the file or
folder to the target location.

Download via Right-click Menu

To download files or folders by the right-click menu, right-click the selected files or folders to display the
dropdown menu. Click Save to save to the Downloads folder for the current user, or click Save As to display
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File Edit View Tools Help

& Ba. v = v [H] L7, Folders |r>D|gDmn|uad = Upload ~| EH~
Folder |2 \FOLDERS\Commonitesti23 v | Seach -
) Folders VIl |subfolder 1
(©3) Thru Server (demothn - [ Jsubfolder 2
= fD gmmnﬂ F Arrange Icons By J
= Basiclser Acc
[ delete Save
= 17 Folder lewvel 1. Save Ac
7 legal
(3 New folde Upload Files
07 Folder lewvel 1.
[ Folderlevel 1.| Seiadbiices
% 'I}‘E-er:tﬁ 1 Mowve to Folder
[ Test1111111 Rename F2
B [ test123 Delete
(7 subfolder
[ subfolder: Properties
% gﬁ?BEDX Transactions
[Sj DTuhTBDx EMAIL / Refresh £
ent M -
o] b
| Objects Selected: 3 2332KB

If a user clicks Save As, a dialog box is displayed to select the target folder as shown below:
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Browse For Folder

THRU files or folders to

Please select a destination folder to download selected

> & Computer
ﬁ'g Network
» & Control Panel
5% Recycle Bin
I Active
4 | Attachments

| Confidential

| Important Documents

11

Make New Folder |

Cancel

User Guide - Open

Select the target location and click OK to start the download. Transfer Manager starts to perform download

to the target location.

Opening Files in Thru Explorer

Select a file and choose Open in the right-click menu. File will be downloaded to Downloads folder of the

current user and opened by the associated software:
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Thru Explorer - \FOLDERS\Common\test1 23 [
File Edit WYiew Tools Help
“aBa. v = v Y Folders |H3| ¥ Download 5 Upload = -
Folder: [ \FOLDERS\Common'test123 * Search: demo - L__,'\
0 Folders w  |[[J subfolder 1
Thru Server (demo thruine (3 subfolder 2
= ED Commen W
= 0] BasicUser Accour Arrange Icons By 3 -
[ delete
5 (J Folderlevel 1.1 Open
7 legal Save
[0 Mew folder Save As
[0 Folderlevel 1.2
[0 Folder level 1.3 Upload Files
KTest
% Te:t Upload Folders
- % :‘:ﬁg”” Publish
e
7 subfolder 1 Mowve to Folder
[0 subfolder 2 Rename F2
¥ HOME Delet
(0 OUTBOX SIEte
Eem@_:.__lh'fﬂx EMAIL ATT e
Last Search Results Transactions
Publishing Details
1 | 1] 3
Type: JPEG image  Created: 6/22/2015 10:02: — = 2332K8B

Moving Files/Folders — Thru Explorer

Files and folders can be moved to destination folders on Thru site within the Thru Explorer. Thru Explorer
does not implement Copy and Paste functions: Move to Folder operation should be used.

Move to Folder menu is available in three ways: in Thru Explorer toolbar, Edit menu and Right-click menu.
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& Ba. v = v [&]

[ Folders ||;Dm1uad = Upload v|-

Felder: [ \FOLDERS\Common'itest123 Move to another Thru folder i Search:

&) Folders X subfolder 1

Thru Server {demo thn »

subfolder 2

= @] Common An Early Human jpg

= [[7 BasicUser Acc
[T delete

= (7 Folder level 1.
7 legal

File | Edit | View Tools Help

& F . Mowve To Folder...
Folde Select All
. = Invert 5election

Thru Server {demo thn »
= @] Common
= [0 BasicUser Acc
(7 delete

L I e T it I D DRSO I |
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GBa. v = v [H]

=y

Folder: [ \FOLDERS\Commonitest123

* Search:

&) Folders | ] subfolder 1
Thru Server ([dema thruinc =] subfolder 2
= I%j Emén:r? User Acco Arrange Icons By 3
sicllser ur
D delete CIFIEH
= 07 Folder level 1.1
7 legal Save
[T Mewfalder Save As
[T Folder level 1.2
[T Folderlevel 1.3 Upload Files
% KTest Upload Folders
Test
7 Test1111111 Publizh
= Eﬂtﬁfulder 1 Mowe to Folder
(7] subfolder 2 Renarne =,
£4) HOME Delete
[0 OUTBOX
[ OUTBOX EMAIL ATT Properties
-
f:;t;::rm Results Transactions
Publishing Details
Refresh >
i
| Objects Selected: 3 2332KE

After operation Move to Folder is selected, a dialog box is displayed to browse and select the target folder.
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p

-

_ Move Folders and Files =

Select the folder where you want to move file and folders to. Then click the Move button.
ﬁl Thru Server (demo thruinc.net)
Elﬂl] Common
-7 Basiclser Account
F-C] delete
FC7 Folder level 1.1
D legal
77 New folder
----- (7 Folderlevel 1.2
----- (7 Folderlevel 1.3
----- (7 KevinTest
-7 Test
----- 7 Test1111111
=-0
B0 subfolder 1
E-00 subfolder 2
-4 HOME
-0 OUTBOX
-7 QUTBEOX EMAIL ATTACHMENTS

To view subfolders, click a plus sign above.

Click on the target folder and click Move.

Viewing File and Folder Properties

To view file and folder properties, right-click on a file or folder and click on the Properties selection at the

bottom of the dropdown menu. Here users can add descriptions to files and folders and see access
permissions.
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File Edit View Tools Help
EBa. v = v [H] 7Y Folders |r>1::|;nmn|uad = Upload ~| Ef ~
Folder | [ \FOLDERS\Commonitest123 +| Seach: v
&) Folders w |7 subfolder 1
Thru Server (demo thruinc (3 subfolder 2
E @j Eﬂmmnn F
A I 3
[T BasicUser Accour rrange lcons By
[T Folder lewvel 1.1 Open
[T Folder level 1.2
(7 Folderlevel 13 Save
[0 KTest Save As
[0 Test
07 Test1111111 Upload Files
B [0 test123 Upload Folders
(7 subfolder 1
[ subfolder 2 Mowve to Folder
& HOME . 5
(0] OUTBOX Ename
([ OUTBOX EMAIL ATT Delete
Sent Thru :
(™ Last Search Results Properties
Transactions
Refresh 5
] P b
|T}rpe: JPEG image Created: 6/22/2015 10:02:58 PM 2232KB

File Properties:
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JPEG image

\FOLDERS"\Common'test123\An Eady Human jpg
23.32 KB (23,877 bytes)

6222015 10:02 PM
by Thnu Administrator

6222015 10:02 PM
by Thnu Administrator

Folder Properties:
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B subfolder 2 Properties

General | Transaction log
D subfolder 2

Description: Description here -

®

subfolder 2 - Permission Details

User/Group - Read Cre
ADMINISTRATORS
Thru Marketing
Thu User

User Demo

o

e Delete Maodify Download Distribute Manage

v
-

[
B B o

ALY
AN
AN NN
ALY
AN
AN
AN

Close

Size: 0 bytes

Created: 6/22/2015 10:05 PM
by Thru Administrator

Last Modfied:  6/22/2015 10:05 PM
by Thru Administrator \

Efective pemissions for Thru Administrator:

Full Control

oK || Cancel Hel

l

Transaction Log — Audit

User can view transaction log of any file and folder where he has access by using Right-click — Transactions
menu as shown below. Transaction log displays user account, operation, timestamp and IP address of the
client that performed the transaction.
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File Edit Wiew Tools Help
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& Ba. v = v [E]

o ]| 2 oot 3 o | 13-

Folder: [ \FOLDERS\Commonitest123

* Search:

) Folders X
=3 Thru Server {demo thruinc
=] @] Common

[ BasiclUser Accour
[ Falder level 1.1
[ Falder level 1.2
(] Falder level 1.3
[ KTest
[ Test
7 Test1111111
B[] test123
(7 subfolder 1
(7 subfolder 2
£ HOME
[0 OUTBOX
(7 QUTBOX EMAIL ATT
=3 Sent Thru
[™J Last Search Results

HEHEE

Rl P — *

[-7 subfolder 1
[C7 subfolder 2

Arrange Icons By

Open
Save
Save As

Upload Files
Upload Folders

Maowe to Folder
Rename

Delete

Properties

Transactions

Refresh

F

‘Type: JPEG image  Created: 6/22/2015 10:02:58 PM

2332 KB

Copyright Thru, Inc. 2002-2019
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[ An Early Human.jpg Properties
General | Transaction log
User Operation Date/Time IP Address
Thru Administratar Description Edit 6222015 11:26:23 PM 67.164.111 205
operations @thmiinc.com Intemal Download 6/22/2015 10:42:36 PM 67.164.111 205
Thru Administrator Intemal Upload 6/22/2015 10:02:58 PM 67.164.111 205
| oK || Cancel | Aoph Help

Searching for Files and Folders

Search Field

Thru Explorer search field implements search function for the files and folders in Thru site.
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I

Thru Explorer - \FOLDERS\Common

File Edit Wiew Tools Help
EBa. v = ~[H 7, Folders | | ~| B~
Folder: 2 \FOLDERS\Comman » Search:  Thru - (_'\
@) Folders % |0 Basiclser Account
Thru Server ([dema thruinc () Folder level 1.1
=l {0 Common () Folder level 12
=l [ BasicUser Accour| [ Folder level 1.3
(7 delete [ KTest
= [ Folderlevel 1.1 || Test
(3 legal (] Test1111111
7 Newfolder | |[Jtest123
(3 Folderlevel 12| |5 HOWTO_Create_Thu_Websites_on_IIS7.5,pdf
7 Folderlevel 1.3
[ KTest
[ Test
[0 Test11111M1
= [ test123
[ subfolder 1
(7 subfolder 2
£ HOME
[0 OUTBOX
[0 QUTBOX EMAIL ATT
Sent Thru
(™ Last Search Results
4 [l b

Objects Selected: 1

Type in search term in the Search field, and then press Enter key or click on the magnifying glass button to

start search.

Search field allows use of wildcards:

-*car* search term finds all files and folders ending with ‘car’.

-car* search term finds all files and folders starting with ‘car’.

-*car* search term finds all files and folders that contain ‘car’ anywhere in the name.

Search Progress

Copyright Thru, Inc. 2002-2019

Progress bar and Stop Search button are displayed in Thru Explorer while search is running.
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Platform

[ Thru Explorer - \Last Search Results - - -_ '

File Edit View Tools Help

&Ba. v =~ | |r-| X Download = Upload v| B~
Folder: [ \Last Search Results + Search: human -

. Folders w | Searching for "human”...

Thru Server {demo thn « | | 1file matches.

= @] Comman (W [= An Eady Human jpg
= [ BasicUser fcc

[ delete
= [ Folderlevel 1.

7 legal

7 New folde
07 Folderlevel 1.
[C7 Folderlevel 1.
(7 KTest
[0 Test
7 Test1111111
= [ test123
7 subfolder
7 subfolder

£ HOME
[0 OUTBOX
[T OUTBOX EMAIL ¢
Sent Thru | &

Last Search Results (1

75 retrswvinn
| *
Searching ted: |EG—

| Objects Selected: 1

m

Last Search Results

Thru Explorer contains a virtual folder Last Search Results where last search results are bookmarked
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f

Thru Explorer - \Last Search Results E'@

Edit View Tools Help

7Y Folders | | - Ef-

i~ Ba. - -

Folder: \Last Search Results » Search: demo - |3
0 Folders w | Search results from 6/22/2015 at 10:17 PM for “demo”.
Thru Server {demo thruing| | 23 folders found.
= 0 Common () Demo delivery (] test demo message
= [ BasicUser Accour| |7 demo deliveny from Thiu ["Titest download msg demot
[ delete ("] Demo Folder ("7 Thru demonstration delivery
= [ Folderlevel 1.1 | |7 Damo Folder (1 Thru File Delivery Demo
(7 legal (.7 Demo folder delivery (71 Thru folder delivery demo
Fodovd 12 || DEMORots 6t
03 Folderlevel 13 || = deme Send Thu
[ KTest ("7 Demo site - test email
[ Test ¥ demo user thruinc com
03 Testi111111 (-7 demo user thruine .com
= [0 test123 £ demouser thruinc com

(7 subfolder 1 [_7 demouserthruinc com
(7 subfolder2 | | FW_test demo 3

B HOME ] Qua arts demo
[0 OUTBOX _test demo 2
[0 OUTBOX EMAILATI 1 RE_test demo 3

Sent Thru [CJ SendThru Demonstration
Last Search Results [ test demo
1 | 1] [ 3

Objects Selected: 1

IBM Notes Add-In for Thru based on treeMailS
Technology- User Guide

This section will show you how to send files with the Thru IBM Notes Add-In for treeMailS. The add-in is a
feature of the treeMailS email signature manager for IBM Notes that allows users to quickly send files of any
size without blocking the email client. It is integrated directly into the IBM Notes workflow, sends files within
seconds, and there is no file size limit. Thru file transfers can be performed in treemailS based on quotas
that are set by your administrator in the treeMailS database.

In the screenshot below, you can see that the administrator has made it mandatory to send with Thru MFT
when the attachment size is over 10MB. Administrators can also set quotas for messages being sent to
external or internal emails. Several other parameters can also be set like making Thru MFT mandatory when
sending files from specific file directories and sub-directories, setting the max lifetime for an MFT package,
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setting the MFT dialog items, and more.
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Master data

General | Template for personal profile | Rights and restrictions | Signature layouts ] MFT (general) I treeOffice integration

MFT product
Followin neral MET polici T li rall r r prigr

Thru

1. Files in the following directories and their subdirectories should always be transmitied over te-nasi\Datenihomesientwicklung\capi

MFT. When attaching such a file only stub information for MFT-Bridge embedded in the e-mail.  Vtc-nas'\Daten\Downloadslibm

te-nas'\Daten\MFT

2. Files greater as the following parameter should be transferd over a backend process from 10 ME

Lotus Notes Client to MFT-Bridge to avoid a blocked Lotus Motes Client.
3. List of external domains for which no MFT transfer is necessary (delimiter '@"):

List of internal domains for which no MFT transfer is necessary (delimiter /")

4, List of external domains for which an MFT transmission is mandatory (delimiter '@):
List of internal domains for which an MFT transmission is mandatory (delimiter *):

5. List of file types for which a MFT transmission is mandatory for external e-mails:
List of file types for which a MFT transmission is mandatory for internal e-mails:

6. Mail size for external e-mails at which a MFT transfer is mandatory: 25 MB

Mail size for internal e-mails at which a MFT transfer is mandatory: 25 MB
Further gerneral MFT parameters:
Maximum lifetime for a MFT package (in days): 30
Include MFT protocol into the senders mail decument: * Yes " No
Show text for replacing of attachments in mails for recipients: * Yes " No
RPC-Portnumber for "MFT Internal” thread: 1351
Maximum number of client threads for each internal MFT upload: 8
Special parameters forMFT system: THRL Enterprise File Sharing:
lcon for the replacement process of the onginal file attachments

MFTTClcon.bin

Format for Dropbox-Link:

Show the following dialog items within the treeMailSIMFT dialogue:

Activate the following dialog items within the treeMailSIMFT dialogue (default):

https:/itreemails. thruinc.net/'Desktop/Dropbox/Create Mo
Eingabeparameter:

<P 1=: SMTP-Adress of sender

Replace attachments in the stored e-mail with links to t
Replace attachments in the stored e-mail with links to t
Recipient has to authentificate to open message (reque
MNotify me when a recipient collects files

Append mail body to the package notification (private m
Expiration time for the MFT package (in days)

Replace attachments in the stored e-mail with links to th
Motify me when a recipient collects files

Follow the instructions below to get started with using the Thru Add-In for treeMailS:

* If you are a treeMailS Administrator looking for the set-up instructions for the Thru Add-In,

visit the Thru Administration Guide.

Copyright Thru, Inc. 2002-2019
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1. Open the IBM Notes application on your desktop with treeMailS installed.

7Y 4

iGoogle Chrome

i

1Bk |MNotes

. q
Notes.9
Social Edition
. , 4
v
&g

2. When you are signed in to IBM Notes, select your Notes mailbox.
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) Discover oo Workspace x

]

Thru Demo Thru's Contacts Thru client
based verzion
on freecaonsrs on Local on Lacal
treeM aillS Thru Brnidg
Configuration 2. Open Notes mailbox
an treaconsrs an treeconsrsy

3. From the Notes mailbox, create a new message.

@ Discover = 33 Workspace » K DemoeThru-Mail x 3 Create message

Demo Thiu Hew - Rephy - }eétu Al Forward - W~ P - 1
LS Message . Subject +
Inbox (32) Meeting Thru Expired Message Notification:
Drafts Contact com
. Group Thru Expired Message Notification:
Sl Appointment Thru Expired Message Hotification:
Follow Up Reminder Thru Expired Message Notification:
All Documents ToDo Thru Expired Message Motification:
Junk treehiails Thru IBM Motes Connector - Installatior
Trash treeMailS Thru IEM Motes Connector based on tre
notifications Thru Notification - User Retention D

F..i

Chat Histor
“hat History notifications@thruin  Thru Notification - Your password w

net

4. Next, compose your message and add the file attachments. After you have set up your message, click
Send.
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s
=]

22 workspace 2% Demo Thru - Mail & Hew Message x| < treeMailS

t-asxBERE - ., |biuAz -

-

Send and File... Save as Draft Delivery Options... ™ - Signature~  Dizplay~  More—

/_\

C
u B |

Ta: |jake.mi||er@abmechnnlugy.cnm, ™~ 4. Attach files

Subject: |Here iz the document vou requested

\

5. Click send

DoCK

Hi Jake. Flease use the link in this message to securely access the document. Document 8. docs

5. After clicking send, the Thru MFT dialogue box will appear. Depending on the size of the file you want

to attach, sending a file with Thru may either be optional or required. In the example below, since the

user’s file is over the 10MB quota, they must send with Thru. When sending with Thru you can also

select from multiple delivery options:

Replace attachments in sent mail — There are two options to replace attachments with links
when you go to view Notes email sent via Thru. You can have these linked to the file system or
the Thru platform.

Password authentication required (request login) — Choose this if you want to require
recipients to enter a registered username and password before downloading the files. It also
prevents unauthorized users from accessing files in case the link is forwarded.

Notify me — When this is selected you will receive an email notification letting you know that the
recipients have downloaded the files.

Private message — If you are sending confidential information, you can choose to make the
mail body private by choosing “Append Mail body to the package notification.”

Expiration Time (required) — Choose the number of days you want these files to be available
for download. The recipients are unable to download the files once the number of days is
reached.

When you have finished selecting the delivery options, click OK.
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treeMail5 WV 4.1.6.0 - Thru C ctor for [BM Mot . .
B uonnedortor T __— 6. Select delivery options

Activate er tor current mail (Size: 22.90 ME)
[ Replace attachments in the sent e-mail with links to the filesystem (file:/i..)
Replace attachments in the sent e-mail with links to Thru plattform
[] Pas=word authentication required (request login)
Matify me when a recipient collects files (notify)
] Append Mail body to the package notiication (private message)?
Expiration time for files in days (up to 30 Days): 30

oK | Cancel

6. Next, select the email signature that you want to use for this message and click Send Mail when
finished.

treeMails V4.1.6.0

EaiTa =il (=4 = it =11 | trecConsult GmbH - Thru Link (Prokurist] -
) treeConsult short - Thru Link (Senior Consultant)
Expand List == ]

\

7. Choose Email Signature

8. Click Send Mail

\ |
\

e | { Send Mail || Gomcel

After sending files using Thru, the recipient receives an email notification with a link to download the files.
Since Thru sends the files in the back end, all files are stored in Thru resulting in 0 bytes stored on the

Domino server; only the download link is stored in the messages. If you want to archive messages sent with
Thru, go to Sent Mail and choose Archive.
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Recipient View — Downloading Files from Link

OByte Attachement Demo é E Ve
E Von: [ Wolfgang EIE‘QLQ 08.1,

(MFT-Transfer: File Outiook Product Demo.mp4 deletad, 22 84 MBHMFT-Transfer: File Cutlook Product Demo. 002 mp4 deleted, 22 84 MB)

Link for download files: |hitps:itreemails thruinc netDesktop/Distro/Open/D 1 2 0GB AHNG
Expire date: 09.12.201 AL
Tracking ID: T478-012-46487-02241
Contains private message: no

Sender View — Viewing Sent Thru Stub File and MFT Logs

OByte Attachement Demo
Wolfgang Siegl An: Wolfgang Siegl

= 0 Siegl Wolfgang 0Byte Attachement Demo

MFET-1 og notifications

Thru. Thru.

Outlook Product Demo.mpd.ext linktt Outlook Product Demo.mp<.ext link. bt

Mit freundlichen Grulten/Best regards
Wolfgang Siegl
Prokurist

Team Vertrieb/Projektkoordination
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This is a Thru Stub File.

Thru server: https://treemails.thruinc.net

Source file: FOLDERS/OUTBOX/wolfgang.siegl.treeconsult.de/2016-12/08/0Byte Attachement
Demo/Qutlook Product Demo.mp4

File-1D: 80334

MFT-L tificati MFT-Log notifications

08.12.2076 16:41:32: Document uploaded to THRU Enterprise File Sharing - Tracking ID: T478-012-46487-02241.
Th ru 02.12.2016 16:41:32- Document tranfered to stransfer@gme.de.
L ]

Outlock Product Demo.mpd exd lir

Mit freundlichen GruBen/Best re
Wolfgang Siegl

* If you are using IBM Notes on your mobile device you can also send large files via Thru.
TreemailS will automatically send with Thru if the files are over the set quota.

If you have any questions about how to modify your treeMailS installation, contact your treeMailS
administrator.
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Thru Mobile Apps

This section of the Thru User Guide includes instructions on how to use Thru’s mobile apps for iOS and
Android.

These apps allow Thru account holders to access, send and manage their files stored in Thru from their iOS
and Android smartphones and tablets.

User Permissions Needed (refer to a site administrator)

To use the Thru mobile application, the user must be a member of the MOBILE APP USERS group.

To access Thru using a web browser on a mobile device, the user must be a member of the MOBILE WEB
USERS group.
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Searching... ¥

Server:

Username:

Password:

Sign In

Forgot Username Forgot Password

Thru

Visit this page to download the latest Thru iOS and Android apps: http://www.thruinc.com/plugin-downloads/

Choose what Thru mobile app you would like to learn about:

Thru for iPhone and iPad
Thru for Android
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Using Thru for iPhone and iPad

Welcome to the Thru for iPhone and iPad user guide. This guide describes how to use Thru’s iOS

application for the iPhone and iPad. To download the latest Thru iOS app, go to the Apple App Store.

Getting Started with Thru’s iOS app
Navigating the Folder Tree

Opening Files
Send a Thru Email

AT

— ¥ e 0 A
OLITEON ELAN ATTACHK LTS (\ }
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Getting Started with Thru iOS Mobile App
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Server: https://demo.thruinc.net

WEETOEINEE Jake Miller

. Remember Me

Sign In

Forgot USerpame Forgot Password

Thru

User Guide - Open

Page 334 of 414



https://fast.wistia.net/embed/iframe/j6abv9t7is?
https://fast.wistia.net/embed/iframe/j6abv9t7is?

Platform User Guide - Open

This section will show you how to get started with the Thru iOS mobile app:

Logging In
1. After opening the application, touch Sign In to go to the Sign In page.

sssac ATAT =

Thru

Do Business The Way You Want

Anywhere. Anytime//Any Device,

Get Thru

2. Type in the name of your Thru server URL (companyname.thruinc.net), and your registered
Username and Password.
3. After entering your information, touch Sign In.
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seeeC ATAT =

Server:

Username:

Password:

Sign In

ForgotWUsername Forgot Password

Thru

4. Once you're logged in, you will be taken directly to your Thru folder tree.
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sssac ATET = 5:08 PM
— FOLDERS

T:: FOLDERS

) R COMPANY FOLDERS
-— | 9/19/2008 4:13 AM

O HOME

— | 9/19/2008 4:13 AM
G QUTBOX

L

I 88/2008 11:06 AM

Also in this section:

Navigating the Folder Tree

Opening Files
Send a Thru Email

Navigating Files and Folders — Thru for iOS

To navigate through your files and folders:

1. Touch folders and subfolders to open them and view their contents.

Copyright Thru, Inc. 2002-2019 Page 337 of 414



Platform

User Guide - Open

sssac ATET = 5:03 PM o 5 B60% I b
— FOLDERS LL L

T:: FOLDERS

C' ~— COMPANY FOLDERS

—J 9/19/2008 4:13 AM

v | HOME

— | 9/19/2008 4:13 AM

G QUTBOX

L

I 88/2008 11:06 AM
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assac ATET = 515 PM

4. COMPANY FOLD...

E: FOLDERS/COMPANY FOLDERS

-~

= iGumpanyA
L 10/1/2015 10:23 AM

O (

 Company B
1 1/21/2016 8:10 AM

—— Company C
11/21/2016 8:10 AM

 OUTBOX EMAIL ATT...
1 9/19/2008 12:13 AM

0 O

2. To go back to the previous folder, touch the up arrow in the top left corner.
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eseel ATAT = 5
4. COMPAN
Ee FoLpERs/cOMP,
O ——, Company
1 10/1/2015 -

D - Company
1 1/21/2016 ¢

N Comnam

3. To browse the entire folder path for a specific location, touch the folder tree icon and choose a folder.

eeseeD ATAT = 5

4. COMPAN

FOLDERS/COMPI

-Company
l 10/1/2015 -

Company
1 1/21/2016 ¢

) O 0O

Comnanm
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assen ATET 5:30 PM
Close Browse
__ FOLDERS
j . COMPANY FOLDERS

Also in this section:

Opening Files
Sending Files and Folders

Opening Files — Thru for iOS

To open your files within the Thru iOS application:

1. Navigate to the folder and touch the file that you want to open.
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sssee ATET F 5:52 PM @ % 45% W)

& Advertising cee

T:: ..My Documents/Master Folder/Advertising

C. i® Social Media Conte...
B qr22/2016 545 PM 1.2 MB

2. The file opens within the Thru mobile application.
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t Social Media Con...

&% .t Calendar - 2016.xlsx 1.2 MB

(=
nels Calendar - 2016 = Blog Calendar - 2016 W ElGEL B ELATERETETERS
wanoon | idasaboors, Wi K papiTe, 010, tha will b crvmed
Jan, 2016 Whits Papsre
Wk 1 ERM - 10

Inbegrabos ¥ hie Fager

Tark 24011 - 10135

Work BOUIE- IR

ek A01EL L 1T

Feb, 2006 Whiti Papure

Wark | 8- 15}

®x = 2 7 W

Opening a File in a Third Party Application
To open files within a third party application:

1. Touch the white arrow icon at the bottom of the screen.
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Week 3 (1/18 - 1/23)

Weck 4 (1725 - 1/29)

Feb, 2016 White Papers

Week 1 (2] - 1'5)

ssses ATAT = 11:51 AM

4 Social Media Con...

] Open in  Open inViber  Opanin Openin
an RingCentral DocuSign TR Onelrive

Cancel
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! you cannot open files in third party applications, it may have been disabled by your Thru
Administrator. To request this feature to be activated, contact your Thru Administrator .

Also in this section:

Sending Files and Folders
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Sending Files and Folders — Thru for iOS
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Cancel Continue

Email Message

Encrypted Message

Delivery Options

Expiration date:

Tue, 8 Nov 2016

Notify on files download:

Require Login:

QIWIEIR]ITIYIURIJO]P

AJSIDIFJGIH]JJIK]JL

4 Z X C V B N M &
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To send files and folders within the Thru iOS application:

1. Navigate to the file or folder you want to send and touch the checkbox to its left.
2. After the box is checked, touch the mail icon on the bottom left of the screen to begin creating your
Thru Email.

ssnes ATET = 12:04 PM

f_ Advertising

1 file selected

i Social Media Conte...
EEE q/22/2016 5:45 PM 1.2 MB

= 7/ (|

3. Before you can send your email, fill in the To field (also the Cc and Bcc fields if needed). You can
touch the green plus buttons next to each field to add contacts that are stored on your device.
4. Next, create a Subject (required) and compose your email message.
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sssec ATET F 12:10 PM 7O% )

Cancel Email GContinue

To: jake@abctechnology.com o
Ce: 0
Bee: 0

Subject: 2016 Social Calendar

&> 1 file attached

Email Message Encrypted Message

Enter text to be included in email.

5. You can also create an Encrypted Message to protect sensitive information like IP Addresses and
Passwords. To create an Encrypted Message, touch the Encrypted Message button next to Email
Message and compose your message.
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sesec ATET = 12:11 PM TE% .

Cancel Email GContinue

& 1 file attached

| Email Message Encrypted Message

attachment as Encrypted Message.

Delivery Options

Motify on files download:

Require Login:

User Guide - Open

6. All files sent with Thru have an expiration feature that makes files unavailable for download after the
set date. To choose the expiration date, touch the Date button under Delivery Options and set a date.

Copyright Thru, Inc. 2002-2019
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sssec ATET F 12112 PM

Cancel Expiration date

Set a new expiration date:

May 19 2016

7. Other Delivery Options include “Notify on files download” and “Require Login.” Notify on files
download will send you an email notification when the recipient downloads the files. Require Login will
require all recipients to log in with a registered email and password before they can download files. To
enable or disable these features, touch the green button to the right of each feature.
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essec ATET 7 12:12 PM

Cancel Email Continue

& 1 file attached

| Email Message Encrypted Message

r text to be included with
attachment as Encrypted Message.

Delivery Options

Notify on files download: O
Require Login: 0

8. When you are ready to send your Thru Email, touch the Continue button at the top right of the screen.
This creates the Thru email message and opens within your iOS Mail app. To send your email, touch
the send button in the top right corner.
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Cancel 2016 Social Calendar Send
To: jake@abctechnology.com
Ce/Bee. From: demouser@thruing.com

Subject: 2016 Social Calendar

This email includes secure access to files:
Access Secured Files Here - Expires Friday

5/20/2016 4:59 AM (UTC)

* If the link above does not work, copy
the following URL to a web browser:
https://demo.thruinc.net/Desktop/Distro
/Open/008H1G5IJ96

Other message recipients:
From: demouser@thruing.com
To: jake@abctechnology.com
Ce:

Reply To All

Thru for iOS Options Menu

To access the main menu of the Thru iOS application, swipe to the right of your screen. From here you can
access the following:

Files — Go here to access your Thru file system.

Emails — This is where you access any messages that you have sent with Thru. From here you can also
immediately expire sent messages.

Transfers — Go here to view the progress of file uploads and downloads.

Search — This selection allows you to search for file and folders that you have stored in Thru. You can
search by name, description or by tag.

Top Folders — This section displays the folders that you most often use.
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Favorites — This is where you access all files that you have “Added to Favorites”.

Settings — From here you can access the Thru for iOS app settings such as reset your password, modify
behaviors, clear cache, contact support, and more.

Logout — Select this to log out of the Thru iOS application.

David SrT'mth t. iake.m
LIS Crtecnmno

T Files T:: FOLDERS/HON

[ 'I — . Collabc

@ Emails - ' 12/21/20

l/_~| My Dot

= Transfers o diid

|: | My Dro

— ! 3p171201

f_xl o IMG_DE

- [ qp121201

T Top Folders

=
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Using Thru for Android

Welcome to the Thru for Android user guide. This guide will show you how to use various features within
Thru’s Android mobile app such as sending files, navigating the folder tree, and more.

To download the latest version of Thru’s Android mobile app, go to the Google Play App Store

In this manual:

Getting Started
Navigating Files and Folders

Opening Files in Third Party Apps

Sending Files and Folders

LThra. Common
W Folders
W Favorites

ADBEEng

Adwermmng
= Sent Emails

11 Transfers Disrtar Fisldur

Folder read ooy

Foldesfireel | 3

Getting Started with Thru Android Mobile App

This section will show you how to get started with the Thru for Android mobile app.

Logging In
To log in to Thru for Android:

1. Open the application and touch Sign In to go to the Sign In page.
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E A

Thru

Do Business The'Way You Want
Anywihere! Anytime, Any Device.

Get Thru Sign In

2. Type in the name of your Thru server URL (companyname.thruinc.net), and your registered
Username and Password.
3. After entering your information, touch Sign In.
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Username

Password

Sign In

Forgot Lisefnames Forgot Password

Thru

4. Once you are logged in, you will be taken directly to your Thru folder tree.
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L <3 P -1 Rl & 5 g ee

Thru. FOLDERS [y

COMPANY FOLDERS

HOME

QUTBOX

Also in this manual:

Navigating Files and Folders
Opening Files in Third Party Apps
Sending Files and Folders

Navigating Files and Folders — Thru for
Android

To navigate files and folders within Thru for Android:

1. Touch folders and subfolders to open them and view contents. The folder path will be listed above the
folder tree as you navigate through the file system.
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o @& B2 A &

Thru. FOLDERS

COMPANY FOLDERS
09/19/2008

HOME

QUTBOX
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{ Thru. COMPANY FOLDERS

FOLDERS/COMPANY FOLDERS

Company A

Company B

Company C

OUTBOX EMAIL.TACHMENTS

FPartner A

2. To go back to a previous folder you can do any of the following: Touch your device’s back button, use
the arrow in the top left corner, or touch the folder path to choose a specific folder.
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{ Thru. COMPANY FOLDERS

FOLDERS/COMPANY FOLDEI

O Company A

M Company B

( Thru.COMPANY FOLDERS

FOLDERS/COMPANY FOLDERS

Company A
(] pany

Company B
] pany

C C
] ompany
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W B A G BT %0l 5:13 PM

{ Thru. Folders

MY FOLDERS

FOLDERS

COMPANY FOLDERS

Company A

Company B

Company C

OUTBOX EMAIL ATTACHMENTS

Partner A

Also in this manual:

Opening Files in Third Party Apps
Sending Files and Folders

Opening Files in Third Party Apps

To open files stored in Thru within other apps on your Android device:

1. Navigate to the file you want to open and touch it to select it.
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vy Documents/Master Folder/Advertising

B Social Media C..ar- 2016.xIsx
Ll | g1/22/2016 1 24 v~

2. Once itis selected, touch the green Open In button and select the application you want to open the
file with.
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alllmGm R=T 9:0404PM

{ Thru. Thru

Social Media C..dar - 2016.xlsx
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aLEmGeE 2T ol 404 PM

Complete action using

= »

Office Mobile Palaris Office 4.0

Also in this manual:

Sending Files and Folders

Sending Files and Folders — Thru for Android

To send files and folders with Thru for Android:

1. Navigate to the file or folder you want to send and touch the checkbox to its left.
2. After the box is checked, touch the mail icon on the bottom of the screen.
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B A Rl i s gl ooxH 5:26 PM

{ Thru. Financial

MPAMNY FOLDERS/Company A/Financial

- 2016 Financia...onfidential.pdf
S EH

) B 2016 Finan...idential xlsx
: ®

environmental schematic.pdf

After you touch the mail button, you are taken to the Thru Email page to compose your message.

1. First, fill in the To field and also the Cc and Bcc fields if necessary.

2. Create a Subject for your message.
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L@ AR RNT 4o 532PM

{ Thru. Email

e
Cc :1_,_
Bece EI
Subject
Priority: Normal
Require login: ~NO
Motify on download: YES
Expiration date: Wed, 10 Feb 2016
ATTACHMENTS

o 2016 Financial Forecast %

< Confidential pdf

Email message p a

3. Set the priority as Low, Normal or High
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[« & 4 & B2

{ Thru. Email

-
Boo -
Subject
Priarity: Normal
Require login: | High
Motify on download: Low
Expiration date: ~ Wed, 1( Mormal

ATTACHMENTS
L 2016 Financial Forecast %

& Confidential pdf

Email message y =

Enter text to be included in email
Continue

4. You can select Yes on the Require Login feature to require all recipients of the files to enter a
registered email and password before downloading. This is an ideal feature for preventing sensitive
information from being forwarded to unauthorized viewers.
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Require login: YES
YES

Notify on download:

Expiration date: Sun, 10 Apr 2016
ATTACHMENTS
2016 Financial Forecast %

Confidential.pdf

5. To receive an email notification letting you know when the recipient(s) have downloaded your files,

select Yes next to Notify on Download.

Require login: YES
YES

Notify on download:

Expiration date: Sun, 10 Apr 2016
ATTACHMENTS
2016 Financial Forecast %

Confidential.pdf

6. All files sent with Thru have an expiration feature that makes files unavailable for download after the
set date. Touch the blue date text to choose an expiration date.
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Notify on download:

Require login: YES
YES

Expiration date: Sun, 10 Apr 2016

ATTACHMENTS

4 2016 Financial Forecast Y
7 Confidential.pdf

] O 4 & e

Sun, Apr 10, 2016

Apr

May

Cancel

7. Finally, type an email message to the recipient (s). You can make this either a normal message or a
private encrypted message to protect sensitive information like IP addresses and Passwords.
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8. When you are finished composing your Thru Email, touch the green Continue button at the bottom of
the screen. This creates your Thru message and asks you to choose an email application to send
your files. Choose an email app and touch the app’s Send button to send your files.

Send mail...

3

Bluetooth

Email

=

Gmail Samsung Link




Platform User Guide - Open

2 B X =

To jake@abctechnology.com

Cc/Bcc

Subject Here is the 2016 financial forecast

!"ﬁ ¢ E.*T*"?::-x B‘I‘l}

This email includes secure access to
files.

Android Options Menu

By swiping from the left, the Options menu appears
Giving you access to Folders, Favorites, Sent Emails and Transfers

Also Settings and the ability to Logout
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= .4 84%M 10:48

Thru. FOLDERS
[ Folders

* Favorites

b Sent Emails

f; Transfers
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Thru Add-In for Salesforce User Guide

THIS THRU INSTALLATION GUIDE DESCRIBES AND SUMMARIZES THE INSTALLATION AND
CONFIGURATION OF THRU ADD-IN (CONNECTOR) FOR SALESFORCE (REFERENCED AS “THRU
CONNECTOR FOR SALESFORCE” IN THE SOFTWARE AND SHORTENED AS “THRU ADD-IN" IN THIS
DOCUMENT) THIS DOCUMENT HAS BEEN PREPARED SOLELY FOR INFORMATIONAL PURPOSES
AND IS BEING FURNISHED FOR USE BY CUSTOMERS. DISTRIBUTION OF THIS DOCUMENT IS
LIMITED TO CUSTOMERS.

THE THRU INSTALLATION GUIDE AND ALL INFORMATION CONTAINED HEREIN ARE OF A
CONFIDENTIAL NATURE. EACH RECIPIENT WILL TREAT IT IN A CONFIDENTIAL MANNER. SUCH
RECIPIENT WILL NOT, DIRECTLY OR INDIRECTLY, DISCLOSE OR PERMIT ITS AGENTS,
REPRESENTATIVES, EMPLOYEES, OFFICERS, DIRECTORS OR AFFILIATES TO DISCLOSE ANY
SUCH INFORMATION, AND SUCH RECIPIENT WILL USE THE DOCUMENT AND ANY RELATED
INFORMATION ONLY TO ACCESS THE THRU SERVICE. IF EITHER THE RECIPIENT OR THE
COMPANY ELECTS NOT TO PURSUE OR CONTINUE WITH THE THRU SERVICE, THE RECIPIENT
MUST RETURN THIS DOCUMENT AND ANY OTHER MATERIAL RELATING TO THE THRU SERVICE
AND THRU, INC., WITHOUT RETAINING ANY COPIES THEREOF.

THE INFORMATION CONTAINED HEREIN IS PROVIDED ON A CONFIDENTIAL BASIS AND MAY NOT
BE REPRODUCED IN WHOLE OR IN PART.

IF YOU NEED MORE INFORMATION REGARDING SERVICE, PLEASE CONTACT:
Thru Support
Support@thruinc.com

800.871.9316

© 2020 Thru. Inc. All rights reserved.
909 Lake Carolyn Parkway, Suite 750
Irving, Texas 75039

Phone 214.496.0100 « Fax 214.496.0102

Trademarks and Abbreviations
Thru Inc. and the Thru logo are registered trademarks of Thru Inc.

Salesforce® is a registered trademark of Salesforce.com.
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Microsoft, Windows, and Outlook are trademarks of Microsoft Corporation in the United States and/or other
countries.

Other company or product names used in this manual, and not included in the list above, are trademarks of
those companies and may be registered in certain jurisdictions.

1- Getting Started

Thru Add-In (Connector) for Salesforce allows users to securely send files or folders of any size stored in

Salesforce or in Thru Cloud. Thru users can also require a recipient to authenticate and provide login
credentials for file retrieval and delivery confirmation. This chapter will help you to understand how to send a
Thru Email, including opening a new Thru Email, and the functions of Thru Email.

! Thru Plugin for Salesforce only supports Salesforce Accounts that have API enabled.
Minimum Edition is Lighting Enterprise Edition. Salesforce IQ CRM Starter and
Lightning Professional do not support integrations via web service API.

1.1 — Sending Files and Folders — Thru Add-In
for Salesforce

Thru Email can be accessed from the following Salesforce menus:

« Accounts

« Contacts

« Cases

* Leads

* Opportunities
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salesforce

Search... Search

Home Chatter| Accounts Contacts Cases Leads Opportunities | Documents n_

To create a new Thru Email:

1. Select a Thru-enabled Salesforce menu.

Home Chatier Files Accownts Reports Dashboards 4
.. cons
4/ A Contact
& Show Peed
i) AConiact Chwsn, g Olong [0 | gty Wiglory (100 | Motes & d@wchments 1) |
Imegdant Coporation
?H_Gﬂlﬂ Contact Detail Edit | Delete| Clone | Thrw Emasl| | Theu Audit
% ooy Contact Crr ] Demo User (Cruncel
L Demo Liser Mame A Contacl
|| Business Corporation oot AtcountMame  Trey
£ Mon Thiy Uiser Tée President
&) & Contach Degarament
L Bvmraall) st Bartheate
| Batie ReportaTo  [View Qe Chael
Lesd Source
iaalireg Addieas
& Recycks Bn Languagte
Created Dy Domo User. WER2011 11:20 AM
Description

H
i

Clone  Thia Emal| | Theu Audll

2. Select an individual Contact, Case, Lead, or Opportunity to access the Thru Email button.
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- “_’.
.

salesforce

Seanch Search

Chatter Files Accounts Contacts Reports Dashboards <+

Cr— )

Demo User
Monday June 22, 2015

Contact View | Edit_
— -

A Contact

Today 622/2015

You have no events scheduled for the next 7 days.

3. Click Thru Email. The Thru Secure Message window opens.

- Contact

2/ A Contact

- sShow Feed

Contact Detail

Opsn Activities 0 | Acthity History [@] |

Edit | Delete | Clone @ Thiu Audit

Contact Owner [ Demo User [Change]
Mame A Contact —_—
Account Mame  Thiy
Title  President
Department
Birthdate
Reports To  [vigw Qg Chari]
Lead Source

Mailing Address

Languages
Created By
Description

Demo User, 62011 11:20 AM

| Edit | Delete | Clone | Thru Email | Thiu Audit

Refer to the following for an explanation of the fields in the Thru Secure Message window.
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T h ru e Send Secure Message
& ceT THRU

m S & add Attachments O] Require Recipient Login
From: |demouser@lhminc.com V| Expiration: | 7/6/2015 . Priority:

To: |nonthruuser@gmai|.{:om | s
Cc: | | o
Bec: | | 5]
Subjecl:| x|
|' MESSAGE “ PRIVATE MESSAGE

ok [EH B I U =X x2S E == == romat ¥ size® - A~ -

1.1.1 — Recipients

* To - You need to have at least one recipient in the email. If you have selected a Contact, Lead, or
Opportunity, this field will automatically be populated with the email address of that contact. It will not
automatically be filled when you have an account or a case selected. The search buttons to the right
of all three address boxes give you access to all of your Salesforce contacts.

+ Cc — Carbon Copy Recipients: enter email address(es) as a CC. All To and CC Recipients will be

visible to everyone who sees the email, or you may leave this field empty.
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+ Bcc — Blind Carbon Copy Recipients: enter email address(es) as a BCC. All To and CC Recipients will
be visible to all the recipients, while any BCC recipients will not be displayed. You may add your own
email address here if you would like to get a copy of the Thru Email, or you may leave this field

empty.

1.1.2 - Subject

Type in the subject of the Thru message. This field will automatically be populated with the case number

when you open a new Thru Email through a case.

T h r u e Send Secure Message

From: | demousen@thruinc.com v|
To: |n0nthruu5&r@gmai|.{:cm

Cc: |

Bcc: |

Subject: [Files for youl

1.1.3 — Add Attachment

Click Add Attachments to select which files you would like to send to the recipients. An Add Attachments

window will appear.

Files and Folders stored in Salesforce or in the Thru Server can be attached using this dialog box. Files or
folders located on your C: drive will not be available here until you upload it to either Salesforce or the Thru

server.
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From: | demouser@thruine.com V|

Attachment Type for the file or folder. Since this Thru Email was accessed through Contacts, the third item
on the list gives the option for Salesforce Contact Attachment. This third item changes depending on which
of the five tabs (Accounts, Contacts, Cases, Leads, or Opportunities) you are under when you open the
Thru Email. You will have access to the documents that correspond to that tab. For example, under
Contacts, you will have access to the Salesforce Contact Attachments, and under Leads you will have
access to the Salesforce Lead Attachments.
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Add Attachments

Attachment Type: EE!I_!,
Thru Folders y

Salesforce Contact Attachment
Folder Name: Salesforce Documents

talesforce Folders
File Name: Local Files :l

Tags: |

SEARCH

Attachment Type: EE!I_
Thiru Folders ]

[Salesforce Contact Attachment |
Folder Name: Salesforce Documents \ :l
Salesforce Folders
File Name: Local Files :I

Tags: |

After you have selected the attachment type, select a folder and then click Search:
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Select Folder:
Document  Mame:

Attachment Type: | Salesforce Documents

v

My Personal Documents

Test Folder 1
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.M:hdmlut‘ﬁrpa:lhlﬁfmmm

v

Select Folder: | My Personal Documents

Document  Name: |

oo J
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Add Attachments x |
Attachment Type: | 5alesforce Documents L
Select Folder: |H|:,.' Personal Documents W
Document Mame: |
SEARCH

{ My Personal Documents, Business Corporation. pphx
{ My Personal Documents/Customers Credit Card Nurnbers. xlsx
Personal

I My Personal Documents/Revenued011.x05x

[ = ) ,é

Sometimes, there might be a need to send for example, a Lead Attachment to an Opportunity rather than to
the Lead. Since you can only attach specific Lead Attachments in an email that was opened in a Lead, you
will need to choose a Lead to access the Thru Email. Once you open the new Thru Email, you can modify
the recipient’s email address to be that of the Opportunity to which you want to send the attachment. The
same methodology applies any time you want to send a particular Salesforce document type to a contact of
a different type.

1.1.4 — Require Recipient Login

Add an extra layer of security to the Thru Email and its attachments by adding the requirement to log in with
a password for the recipient to access the attachments. With this feature enabled, the recipient cannot
download the file until they register by verifying their email address and creating a password. If the recipient
enters an email address that is not in the original recipient’s list, they will not be allowed to download the
file. This prevents the information from being forwarded without authorization.
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Th ru e Send Secure Message

ﬂ GET THRU

m & add attachments LqL)quuire Recipient Login
From: |da1muser@:hruinc com V| Expiration: [07/232015 | Priority: | High hd
To: |nnnﬂ1ruuser@gmall Com p“
Ce: | =
Bee: | 15

Subject: |FI|E5 for youl

1.1.5 — Expiration

This function allows you to set an expiration date that removes the file from download availability. This can
be very helpful for time sensitive data or to keep files from being able to be downloaded indefinitely.

T h r u e Send Secure Message

 cer THRY

& add attachments

oo T

[] Require Recipient Login

Expiration: [[T/6/2015 . kﬂunw:

From: | demouser@thruing com w

Tae |nnnﬁimuser@gma|r.ccm | 'l
co | L
Bee: | | w

Subject: [FIIEE for youl

1.1.6 — Email Body

Public Message Tab — This is the body of the email where you can enter text that will be seen by all
recipients of the message with the same format and security as a regular email.
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I h ru e Send Secure Message
0 GET THRL
m & add attachments [] require Recipient Login

From: |demw5er@lhmim com V| Expiration: | T/&/2015 | Priority: | Normal hd
To: |nc|n1.hruuser@gma|r.cum | )
Ce: | | =
Bee: | | =

Subject: |F|les for youl

| MESSAGE I| PRIVATE MESSAGE ]
& gk B B I U e x ¥ SIS E EE S E vNoma 7| sz’ A AT &
Dear Sirs
Here are the files you reguested
Yammly,
o Lized|
body ]

Private Message Tab — If the body of your email also contains sensitive information, you will want to send it
as a Private Message using this tab. With a private message, the recipient will only be able to read the text
after they have clicked on the Thru link contained in the message. The Private Message information is
delivered using a connection secured by SSL. The text is not viewable in the Thru Email notification itself. If
the Thru message is password protected, then the user must supply the correct password. This is also an

optional field.
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T h ru ° Send Secure Message
| seno | INEANGER) R

From: | demouser@thruinc.com v Expiration: |7/6/2015
To: |nunthruuser@g mail.com

Cc: |

Bee: |

Subject: | Files for youl

I MESSAGE ] PRIVATE MWAGE

iy

Mormal il Size

- o [ B F U = X x2 iZ =

2 — Viewing Activity History

In Salesforce, all of your Thru Emails will automatically be recorded in the database. This chapter will
explain how you can track a Thru Email’s activity in the Activity History.

To view activity history:
Select one of the following tabs:
» Account

» Contact
e Case
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1. Click a specific account, contact, case, lead, or opportunity to view that particular history.

Activity History

Action

Edit | Del
Edit | Del
Edit | Del
Edit | Del
Edit | Del

Subject
Thru Email:

Hies for youl

Thru Email:

Sending you a big file

Thru Email:

Thru Email:

Files for youl

Thru Email:

Files a5 reqgusastad

2. Click the subject of a Thru email to view details including tracking number, attachments, and other basic

data.
Task [ - ap tes Page @
- i
* Thru Email:
IDE DD
A hoents i)
Task Deatail Edit Owiwbe Credss Follow Up Tesk  Srease Follow Up Event
Adaghed Ta Cmmo User fwtus  Completed
fubjeer  Thiy Emal Wame  bion They User
Due Daee  G&2071 Falated To
Phore Email  poniiviesenBomal com
Prigeity  Monmal
Created By  Seroey Anguncy SR011 1222 Pl Lan kboaified By  Seroey Anguncy SRHM1 1222 Pl
Commants  To poohnasenome com
e
Bee

Subgect
Thu Message Trackng Mo TATE.058. 751508730 | hEps
A551 AT Th-e{RE I |

Aftac hments

Spledorce Docurent Ay Personal DocurmentsPevernm Xt i s

Sadersloe s @ Dogurrent by Perional Doc urrsots Buirwss Conpor abom gl
Sadeslorc e Docurent Ly Personal Decurmenis'Customresns Credit Cand Murrbaers s
Saleslorce Docurent iy Personal Documents'doc 04

Salesiorre Docurent (Test Folder 1/ JapareseDoc doca

3. To see if the attachments were downloaded, click on Message Receipt.
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T h FU . secure Message Detail

m Thru Message Tracking Mo: T478-055-34574-15182

Priority: High Request Recipient Login:  Yes
Expiration: 7/2472013 3:39 AM

& ceT THRU

From: demouser@thruine.com

To: nonthruusen@gmail.com
Ce:

Bee:
Subject: Files for youl

[ MESSAGE ][ PRIVATE MESSAGE

Dear Sirs:

Here are the files you requested.
(Warmly,

Do Llser

Attachments:
] Fibe Sire DownlLoad Time -

O |@ | [ {doc 01doc 573 KB 1 sec (Broadband)

DOWNLOAD CLOSE

The Message Receipt window opens.

Select which recipients you would like to see or you can select to see them all. The same option is available

Copyright Thru, Inc. 2002-2019 Page 389 of 414



with the files.

Message Receipt b4
Select Recipient: | -All- r
Select File: -All- v

L Show file downloads

TO x nonthruuser@agmail.com

cc

BCC

3 - Viewing Audit Activity

The Thru Audit-Activity Log provides you with an overview of all of the actions on Thru Emails that have
taken place. It is also a good for viewing which customers have downloaded documents without having to go
one by one through each contact’s Salesforce Activity History. Administrators will also be able to view all of
the Thru Emails that have been sent and any download activity that has taken place on them.

This chapter contains four parts: Accessing the Audit-Activity Log, Layout, Operations, Searching, and
Downloading Results of the Audit-Activity Log.
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3.1- Accessing the Audit Activity Log

Select from the following Salesforce menus to access the Audit Activity Log:

1. Accounts

2. Contacts

3. Cases

4. Leads

[$)

. Opportunities

6. Select an Account, Contact, Case, Lead, or Opportunity

~

. Click Thru Audit.

Edit | Delete | Clone | Thru Email || Thru Audit

3.1.1 - Summarx Layout

This layout simply shows the Time, Operation, and basic information. This does not display attachment or
message information other than the subject of the Thru Email.
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o GET THRU

Thru Tracking Mo Message Body

Message Subject Private Message

Sender Email Recipient Email

Tags:

Rows per Page 5 v sort | Desc ¥

6o Layout |Summary ¥
Total matching operations: 956 / Operations on page: 5 / Page 1 of 192

Timea Operation | Thru | Thru | Thruo User Email External Subject | Tracking Note | Agreement | Op ID | Mirroring
(urc) User | Group User No Source T

fe80::250: 566f: feaB:2ef5%12 | Files for T478-

6/22/2015 Secure Demo demouser@thruine.com

7:45:53 Message  User

PM

6/22/2015 Internal  Demo demouser@thruinc.com fed0::
7:45:52 Upload User

PM

6/22/2015 | Created Demo demouser@thruinc.com feg0::
7:45:52 User

PM

6/22/2015 Secure Demo demouser@thruinc.com feg0::
7:27:42  Message  User

PM

6/22/2015 Secure Demo demouser@thruinc.com feg0::

7:23:39 Message  User
PM

3.1.2 — Basic Detail

250:56ff: feaB:2cf5%12

250: 56ff: feal:2cf5%12

250: 56ff: feaB: 2cf5%12

250:56ff: feaB:2cf5%12

=

you!

Sending
you a
big file
Sending

you a
big file

==

055~
34574-
15182

T478-
0S5-
59371-
89426

T478-
055-
51694-
17695

Salesforce

Salesforce

Salesforce

Salesforce

Salesforce

205001

205000

204599

204996

204993

Basic Detail displays the attachments as the user creates them. For example, if a folder is attached, the

folder will be all that is displayed.
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Time [(UTC) Operation | Thru Thru Subject Tracking
User Group No

9/9/2011 | Secure Demo demouser@thruinc.com 10.209.81.200 Sending T478- Salesforce 1252
3:59:08 Message | User a Folder 058-
PM 94218-
64834

Tracking No T478-058-94218-64834 To nonthruuser@agmail.com

Priority Normal Cc

Sender demouser@thruinc.com Bce

Subject Sending a Folder Request Recipient Login MNo

Created Date (UTC) 9/9/2011 3:59:08 PM

Is Expired

Expire Date 9/17/2011 2:59:00 AM

Deleted Date

Notify Flag X

9/9/2011 ¥ | /FOLDERS/OUTBOX/demouser.thruinc.com,/2011-09/09/Sending a 0B 433

3:59:08 PM Folder/Salesforce Document Folder/Test Folder 1

3.1.3 — Full Detalil

Full Detail expands all items, instead of simply listing the items as the user created them. In the example
above, the detail only shows the folder that is attached. In below image of this layout, you will see the
names of all the files that are in the folder, as well as the folder itself.

Time Operation | Thru | Thru | Thru User Email Client 1P Subject | Tracking App Op ID | Mirroring | Mirroring
{uTc) User |Group No Source Targets

6/22/2015 Secure Demo demouser@thruinc.com fe80::250:56ff:feaB:2cf5%12 Sending T478- Salesforce 204993
7:23:39 Message | User you a 055-
PM big file 51694-
17695
Tracking M T478-055-51694-17655 T th il
|-ac.|ng o : o nonthruuser@gmail.com e Aty
Priority High Ce ; et
ey et e T Bec I am sending you a big file from Salesforce.
Subject Sending you a big file Request Recipient Login Yes Thank you!
Created Date (UTC) 6/22/2015 7:23:39 PM S
Is Expired
Expire Date 7/24/2015 3:59:00 AM
Deleted Date
MNotify Flag ®
6/22/2015 x | /FOLDERS/OUTBOX/demouser.thruinc.com/2015-06/22/5ending you a big file/Salesforce doc 97.5 KB 833289
7:23:39 PM Document/My Personal Documents 01.doc
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3.2 — Operations in the Audit-Activity Log

The Operation heading tells what kind of operation was performed and the associated time. All of these
operations can be found both in the Activity History and in the Audit-Activity Log.

Operation  Thru Thru User Email External | Client [P Subject  Tracking Mote Op
User User Mo 1

9/8/2011 Secure Demo demouser@thruinc.com 10.209.81.200 T478- Salesforce 1229
7:24:06 Message  User 058-
FH 75154-

87363
9/8/2011 Internal Demo demouser@thruinc.com 10.209.81.200 Salesforce 1228
7:24:04 Upload User
PM
9/8/2011 Created Demo demouser@thruinc.com 10.209.81.200 Salesforce 1227
Fr24:04 User
M
9/8/2011 Secure Demo demouser@thruinc.com 10.209.81.200 Thru T478- Salesforce 1202
3:51:26 Message  User Mad? 058-
(] 32658

B3585
9/8/2011  Dnbernal Demo demouser@thruenc.com 10.209.81.200 Salesforce 1201
3:51:25 Upload User
P

Four common Operations are defined below:
Secure Message: a Thru Email has been sent.

External Download: the attachments from the Thru Email have been downloaded. The downloaded
attachments will be listed in the detailed layouts.

Internal Upload: a file has been uploaded by a user to attach to a Thru Email.

Thru Email Attachments Expired: a file has reached the Expiration date without being downloaded.

Action Subject Name Task Due Date Status Priority
Edit| Cls Thru Email Atachments Expired: Case 00001026 test 7 ¥ 982011 open Narmal
Edit| Cls Thru Email Atachments Expired: Case 00001028 test & ¥ 982011 open Narmal

Edit| Cls Thru Email Atachments Expired: Case 00001028 -4 ¥ 982011 open Narmal

3.3 - Searching the Audit Activity Log

To search using the Audit-Activity Log for any of the six ways, you simply enter your search terms in the

correct field and click Go. The following explains each in depth.
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A Thru Tracking Number is associated with every Thru Email that you send. The Tracking number follows
this format: T478-058-32658-83585. You can find the tracking number by clicking on the subject of the Thru
Email in the activity log, and the recipient will see the tracking number in the body of the email that they

receive.

When you search using a Tracking Number, you will only find one Thru Email. Simply copy the Tracking
Number from the source and place it in the search box. Then click on Go to see all the activity that has

taken place on that Thru Email.

T h r u @ Audit - Activity Log

O GET THRU

Thru Tracking No  T47B-058-32658-83585 Message Body
Message Subject Private Message
Sender Email Recipient Email
Rows per Page 5 - sort Desc -

60>

Layorr FulDetail ~ [ x| ¥x || 32|52

Total matching operations: 1/ Cperaticns on page: 1/ Page 1 of 1

Time Thru Thru User Email External | Client IP Subject | Tracking @ App Note | Op
uTc Grou| Usear No I
p

9/8/2011 | Secure Demo demouser@thruinc.com 10.20%.81.200 | Thru T478-
3:51:26 Message | User Mail! 058-
PM 32658-
B3585
Tracking No T478-058-32658-83585 To nonthruuser@gmail.com <p>Hi Sirt</p>
Priority MNormal Cc
Sender demouser@thruinc.com Beo
Subject Thru Mail! Request Recipient Login No
Created Date {(UTC) 9/8/2011 3:51:26 PM
Is Expired
Expire Date 9/16/2011 3:59:00 AM
Deleted Date
Motify Flag *
9/8/2011 X [FOLDERS/OUTBOX/demouser.thruinc.com/2011- Revenue2011.xisx | 13.7 KB
3:51:26 09/08/Thru Mail!/Salesforce Document/My Personal
PM Documeants

Salesforce 1202

370

After a download has taken place by the recipient, the Audit-Activity Log will add a new Operation and will

look like the screen below.
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I h ru @ Audit - Activity Log
Thew Trackisg ke T4TE-008-I2658-B3585 Message Body
5 o [ ! L
H 5 = sort DesC -
GO =) opet Full Detail = | = L fa
1
T Cperation Thirw User Emall Extornal User Client IP Tracking
Ut}
9E/2011 External | Demo demouser@thrunc.oom | nonthruuser@gemad.com  66.89.162.211 Thru T478-
5:52:48 | Download | User M ! 058
L] Jr658
B3585
SM2011 x FOLDERS OUTBOX/ demouser. thrumc.oom 201 1-09/08/Thru Eevenue20l ladsx 13.7 KB
55248 PN Ml fEalesforce Dofumenty™y Personal Documents
Thew | Thew Uer Emall External User Client 1P Subject | Tracking
ll".n' [ W
9E2011 Secure dermourser Shranc com 10.209.81.200 | Thiu T4TE-
351006 Message U"ﬂ"" Mt 058-
(2] JH658-
BYGAL
Tracking Mo T478-058-32658-83585 To nonthruser@gmal com (Collected) <p=Hi Sl <fp>
Prioeity ol Cc
Sender demouser@thnan com Bec
Subject Thru Had! Requect Reopeent Login Ko
Created Date (UTC) E8/2011 3:51:26 FM
1% Expered
Expire Date LG ALY 35900 AM
Derbeied Dabe
Notify Fiag x
S0l x  FOLDERSAOUTBON demouser. theune oom 201 1-05/08/Thru Revense2ilisdex 137 KB
325126 PH Ml Salestoroe Dooument/ My Personal Documents.

i[5

Web

403

Saleshonoe

Ll

1330

1202

If there are multiple documents attached, only the documents that are downloaded by the customer will be

included under the External Download section of the Log. If they did not download a document, it will appear

under the Secure Message Operation but not under the External Download Operation.

Message Subject

If you know the subject of the message, you may also search by this. This can also help you to pull all of the

Thru Emails that were sent in a campaign, so that you can look at download responses for all of the

recipients at once.

Sender Email
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This is useful for Administrators when searching for Thru Emails that have been sent by a particular user.
This will allow you to see everything that has been sent by that user, along with all the detailed information.

Message Body
To search based on what is written in the body of an email, use this search box.

Private Message
This is similar to the Message Body search box, except that it searches the body of the Private Message
that is written under the Private Message tab of the Thru Email.

Recipient Email

The Recipient Email is another very useful search tool that will find every email that is sent to a particular
email address. This is useful for pulling information on Thru Emails that you send to someone who is not
located in your contacts anywhere since they will not be in the Activity History. It is also useful when more
than one person share the same email address. If you want to pull all the Thru Emails that were sent,
search with this function.

Downloading/Clear Results of the Audit-Activity Log

The Audit-Activity Log also allows you to clear your results or download the results of your search to Excel.
You have the option of downloading all of the results or only the results that are listed on the screen.

T h r u e Audit - Activity Log

Thru Tracking No Message Body
Message Subject Private Message
Sender Email Recipient Email

Rows per Page 8 hd sort Desc b

GO -) | Layout SUITII'naI'y bad :? i | .l'l'}'_ i Ji' —-]il

Export Results Shown on the Page

When choosing to download only the results that are shown on the page, you will only receive the results
that are currently visible. There may be many more results if you have a small number of Rows per Page
selected.



Export All Results

This option will choose all of the results that fit your search. This will not, however, download all of the
results in the database. To download all of the results in the database, do a search with no search terms
indicated. This will bring the entire history. You can then choose to Export All Results to Excel.

Clearing Results

Clearing Results will remove all of your results from the list but your search terms will remain the same.
After clearing your results, you can click Go again and replicate the results.

Clearing Filter

Clearing the Filter will return you to default settings and remove any search results. If you had a number of
rows selected, chose ascending view, or chose a layout other than the default, they will be returned to the
default. Also, all search terms will be removed.
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THIS THRU USER GUIDE DESCRIBES AND SUMMARIZES THE OPERATIONS OF THRU CONNECTOR
FOR SHAREPOINT

(REFERENCED AS “THRU CONNECTOR FOR SHAREPOINT” IN THE SOFTWARE AND SHORTENED
AS “THRU ADD-IN" IN THIS DOCUMENT).

THIS DOCUMENT HAS BEEN PREPARED SOLELY FOR INFORMATIONAL PURPOSES AND IS BEING
FURNISHED FOR USE BY CUSTOMERS.

DISTRIBUTION OF THIS DOCUMENT IS LIMITED TO CUSTOMERS.

THE THRU USER GUIDE AND ALL INFORMATION CONTAINED HEREIN ARE OF A CONFIDENTIAL
NATURE.

EACH RECIPIENT WILL TREAT IT IN A CONFIDENTIAL MANNER.

SUCH RECIPIENT WILL NOT, DIRECTLY OR INDIRECTLY, DISCLOSE OR PERMIT ITS AGENTS,
REPRESENTATIVES, EMPLOYEES, OFFICERS, DIRECTORS OR AFFILIATES TO DISCLOSE ANY
SUCH INFORMATION, AND SUCH RECIPIENT WILL USE THE DOCUMENT AND ANY RELATED
INFORMATION ONLY TO ACCESS THE THRU SERVICE. IF EITHER THE RECIPIENT OR THE
COMPANY ELECTS NOT TO PURSUE OR CONTINUE WITH THE THRU SERVICE, THE RECIPIENT
MUST RETURN THIS DOCUMENT AND ANY OTHER MATERIAL RELATING TO THE THRU SERVICE
AND THRU, INC., WITHOUT RETAINING ANY COPIES THEREOF.

THE INFORMATION CONTAINED HEREIN IS PROVIDED ON A CONFIDENTIAL BASIS AND MAY NOT
BE REPRODUCED IN WHOLE OR IN PART.

IF YOU REQUIRE ANY MORE INFORMATION REGARDING THE THRU SERVICE PLEASE CONTACT:
Thru Support

support@thruinc.com
800.871.9316

© 2020 Thru, Inc. All rights reserved.
909 Lake Carolyn Parkway, Suite 750
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Phone 214.496.0100 - Fax 214.496.0102

Trademarks and Abbreviations

Thru, Inc. and the Thru logo are registered trademarks of Thru, Inc.

Microsoft® and Windows® are trademarks of Microsoft Corporation in the United States and/or other
countries.

Microsoft SharePoint® is a registered trademark of Microsoft Corporation in the United States and/or other
countries.

Other company or product names used in this manual, and not included in the list above, are trademarks of
those companies and may be registered in certain jurisdictions.

Intro

Thru Add-In (Connector) for Microsoft SharePoint®

Allows companies to expand their document and content management portals and provides a secure
platform to exchange files with external partners, customers, and colleagues.

Thru lets users exchange files and publish files and folders to public web portals without compromising
integrity or security.

This is done by integrating Thru’s Enterprise File Sharing and Collaboration Platform, which enables secure
publishing or sending of files or folders of any size.

No special training or assistance is required to get users started as it is directly incorporated into the normal
workflow of SharePoint.

The Thru Add-In also greatly simplifies administration by allowing publishing roles to be set and automatic
messaging to be incorporated, ensuring that everyone’s data is secure and up to date.

Download Thru Add-In for SharePoint

g>
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To download the latest version of Thru Add-In for Microsoft SharePoint, CLICK HERE

System Requirements — Add-In for SharePoint

There are no additional system requirements other than having Microsoft SharePoint 2013 installed in the
environment.

SharePoint 2013 works best with Internet Explorer browsers.

Thru Add-In for SharePoint works in Picture, Video and Asset libraries in addition to the Document library.

Note: There is a 2GB limit for file transfers because of a file size limitation in SharePoint 2013.
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Thru Addin SharePoint Settings

SharePoint
> Thru Demo # EDIT LINKS
Home [# Override farm settings.
B t
crument Thru Server Url: https://demo.thruinc.net/
Tasks
I#| Enable debug logging.
Calendar
Recent Thru Login:

Drop Off Library ©) Use 550

Site Contents
SSO Password:

# EDIT LINKS (® Use Guest Mode

User hame: |Example.user@thruinc.com |

User Password:

CESTETTTT |

Proxy Configuration:
(®) Use |E proxy settings to automatically detect settings or to use automatic configuration script
() Configure Proxy Server
Proxy Address:
Proxy authorization required.
Proxy User:

Proxy Password:

Save Cancel
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Sending Files via Thru Add-In for SharePoint

Microsoft SharePoint® facilitates collaboration by allowing users to set up web portals, manage documents,
and publish reports in a collaborative manner.

Thru Add-In (Connector) for Microsoft SharePoint extends the document and content management portals
and provides a secure platform to exchange files with external partners, customers, and colleagues.

This chapter will help you understand how to send files using Thru Email provided by the Thru Add-In
including creating a new Thru Email and the capabilities of Thru Email.

Sending Files

Sending Files — Thru Add-In for SharePoint

1. To begin sending files with the Thru Add-In, first select the specific SharePoint document(s) you wish
to send by clicking on the check.
To do this from the Home tab, first go to the Document Center.
Select Documents and find the document(s) that you wish to send. Click the check mark box next to
the file(s).


https://www.youtube.com/embed/HEWoqNrCmy4?rel=0
https://www.youtube.com/embed/HEWoqNrCmy4?rel=0
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BROAWSE FILES LIERARY

E e [T Modity View . Cument Vi ¢ -~ . — % + B3 export to Excel
] - | hru a
e L M) CresteColumn AN Documents - ] e B open with Explarer
View ik Create E-maila RSS Mﬂi- Popular Tags & Connect to  Carnect to
it Voew Mavigate Up Current Page Unk  Feed Items 'ansler Mortes Cutiook  Office »
Wiew Format Manage Views Share & Track Tags and Motes Connect & Export
Home ® new document or drag files here
Documents All Documents =+ | Find a file L2
Tasks )
« O name Modified Modified By
Calendar
Site Contents g5 2015 EFSS MQ CC Vendor Survey _draftd.2_ss w4 days ago Dema User
B Blank AICP Bid Form =» 4 days ago Demo User
# EDIT LINKS " .
@) Customer Success Stories e & days ago Demo User
{3 Docs for Demos a4 days ago Demo User

2. After selecting the file(s), click on the Thru File Transfer icon found in the Library tab.
Clicking on this icon directs you to the Thru Email form to begin sending files.

BROWSE | FILES | LIBRARY _
- [T Moty View . Current View: -~ =) — 4 Y] Expert te Bl
0 Creste Column | Al Bocuments = - Cpen with Explorer
[ ik Create Eomalla HR55  Most Popular Tags & Cornect to Canrect i
it View Havigate Up Cument Page Lifik Fesd b Mabes Outisak  Offge «
View Format Lianage Vieas Share & Track Tags and Notes Connect & Expart
Home &) new document or drag files here
Docment All Documents == Find a file B
Tagks
¥ O name Modifed Modifed By
Calendar
[ —— gl 2015 EFSS MO CC Vendor Survey _draftd.2_ss »a d days ago Demao User
&Y Blank AICP Bid Form =ae 4 days ago Demo Usar
# EDIT LINeS )
¥ Customer Success Stories wae 4 days ago Demo User
[{y Docs for Demaos e ddaysago  Demo User

3. After clicking on Thru File Transfer, the following email form will appear:
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E> Thru Demo # EDIT LINKS Search this site ol
Thru Email

Home To: demouser@thruinc.com
Send

Documents = & EB
Tasks co
Calendar L=
Site Contents

Bcc:
# EDIT LINKS &EE

Subject: | |

Attachment: |Shared Documents/Blank AICP Bid Form.xls, Shared Documents,/Customer Success|

Priority: MNormal [Vl Request message activity receipt

Message Expiration: 7/7/2015 ] [[]Request Login

Public Message || Private Message
Send ‘ ‘ Cancel

The document(s) that you initially selected will automatically be attached.

You are now able to securely send document(s) regardless of file size to anyone, both internal and external
to the organization.

Note: Recipients do not need to have accounts on the SharePoint server in order to access files.
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Features and Functions

The following sections explain each of the features and functional capabilities of sending files via Thru
Email.

Adding Recipients

To: demouser@thruinc.com
Send :v EE

Cc

& B3
Beo:

& B3
Subject: | |
Attachment: |Shared Documents/Blank AICP Bid Form.xls, Shared Documents/Customer Succes.5|
Priority: Mormal ﬂ Wl Request message activity receipt
Message Expiration: 7772015 = [ ] Request Login

A. [To]:

To: This is a required field that must contain at least one email address.

You can browse or search the directory to add any email address using the book icon on the bottom right of
the boxes, or you can insert addresses manually.

If you would like to manually enter in specific addresses, the check names feature to the left of the directory
icon will allow you to see if there are any exact matches in the address book to the email that you have
added.

B. [Cc]:
Copy Recipients: You can copy additional recipients by entering their email address as CC. All To: and CC:
Recipients will be visible to everyone who sees the email, or you may leave this field empty.

C. Bcc:
Blind Carbon Copy Recipients: You can also blind copy additional recipients by entering their email
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address as BCC.

All To: and CC: Recipients will be visible to all the recipients, while any BCC: recipients will not be
displayed.

You may add your own email address here if you would like to get a copy of the Thru Email.

Adding Files as Attachments

Any attachments listed in the Attachments section were the files you selected from the SharePoint
Document Center and cannot be modified.

Setting Priority

The Priority level allows you to set the level of urgency for your email with choices of Low, Normal, or High.
This allows the recipient to prioritize certain emails over others.

Setting Expiration

This security function allows you to set a date of expiration to remove the file(s) from download availability.
It does so by expiring and disabling the link to the document that appears in the recipient email.
This is very helpful for time-sensitive material and for preventing files from being accessible indefinitely.

Message Expiration: 7/7/2015 ] []Request Login
1 July, 2015 »
d:: r.____J T VA T r o

L o

28 2913011 2 3 4

: Message “ 3 B ‘? g 9 10 11

12 13 14 13 16 17 18
12 20 21 22 23 24 25
26 27 28 29 30 31 1

Today is Tuesday, June 30, 2015

Requesting Message Activity Receipt (Optional)

This option is enabled by default. When you send the Thru Email, the body of the message will contain a
link that will direct the recipient to a form to download the secured documents.
When Request Message Activity Receipt option is selected, you will receive a notification as soon as the



recipient clicks on the link to download the file.
This enables you to know in real time if the recipient has downloaded the files or not.

Requiring Recipient Login (Optional)

Priority: Low ﬂ ] Request message activity receipt

Message Expiration: 7/7/2015 | Request Login

You can also add an extra layer of security to the Thru Email and its attachments by adding the requirement
to log in with a password for the recipient to access the attachments.

With this feature enabled, the recipient cannot download the file until they register by verifying their email
address and creating a password.

If the recipient enters an email address that is not in the original recipient’s list, they will not be allowed to
download the file.

This prevents the information from being forwarded without authorization.

This can be very useful whenever you send Thru Email regularly to any particular contact(s) outside your
organization.

If the recipient has already registered, they will be able to maintain the same password each time they
receive emails from you.

This adds an additional level of email protection in a scenario where the recipient’s email account has been
unknowingly accessed by someone other than the intended recipient(s).

The unintended recipient(s) will not be able to then open the Thru Email attachments.

Your administrator may change the configuration so that Require Recipient Login will be replaced with a
password box.

If that is the case, you can leave the box blank if you do not want them to need a password.

If you do want the added security, you can insert the password in the box that the recipient will need to
access the documents.

Finally, your administrator may have the Require Recipient Login option taken off from your options.
This would make the recipient either always require logging in or never require it.
If the option is not available to you, then your administrator has already set this for you.



Creating Message Body

There are two ways to send an email message.
You can send it just as a regular email using the_ Public Message_ tab or you can use the Private Message
tab to have it sent securely.

Public Message || Private Message

S A9 =3 2 & EH
AAl BT U S==ZiZEE Admmn

Public Message

This is the body of the email where you can enter text that will be seen by all recipients of the message with
the same format and security as a regular email.

Private Message

If the body of your email contains sensitive information, you have the option to send a Private Message
using this tab.

With_ Private Message_, the recipient will only be able to read the text after they have clicked on the Thru
link contained in the message.

The private information is delivered using a connection secured by SSL. The text is not viewable in the Thru
Email notification itself.

If the Thru email is password protected, then the user must enter the correct password to access it.
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Sending

Clicking on Send will send your email.
A progress bar will appear to notify you that your file(s) is/are being uploaded to the Thru server where a
link will be sent to the recipient to download all files.

Uploading file(s): Blank AICP Bid Formuxls, Customer Success Stories.pptx, Docs for Demos.zip

— I 100 5
Finished

Cancel

When the file transfer is complete, a confirmation screen will appear as displayed below.

> Thru Demo & EDIT LINKS

Sending Mail

Home Your file was successfully sent with Thru,
Documents i
Finish
Tasks
Calendar

Site Contents

# EDIT LINKS

Pressing Finish will take you back to your SharePoint Document Center.
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Thru Add-In for Xerox

Thru Add-In for Xerox Instantly upload document scans from Xerox printers to Thru Cloud storage

Overview

If you use Xerox Multifunction Printers (MFPs), you can now easily scan and upload files securely to Thru
Cloud storage.

With Thru Add-In for Xerox, easily scan the documents, convert to a preferred format and save to Thru.
It's easy and simple.

Thru takes document collaboration to the next level with this add-in built exclusively for Xerox printers.
Improve Productivity for Your Global Offices

Using the touchscreen interface on your Xerox MFP, anyone in your organization can easily scan paper-
based documents, choose the format (fax, Excel, Word or PDF)
to which to convert the document and then immediately upload to Thru — all with a few taps of a finger.

Thru.
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Secure Your Documents

Thru Add-In for Xerox gives you peace of mind that all data and transactions are secure. All files stored in
the Thru Cloud are encrypted, scanned for viruses, accessed only by registered users and files can be
scheduled for deletion using retention policies.

Access Scanned Documents On-the-Go from
Any Device

All files uploaded to the Thru Cloud are easily searchable and can be accessed immediately via web
browsers, mobile devices, email applications (Outlook and IBM Notes) and business applications
(Salesforce and SharePoint). You also can be notified in real time via email when files have been added to
Thru.

Deploy Quickly and Access from Anywhere

Thru Add-In for Xerox can be instantly added to Xerox MFPs with no software configuration, server
purchase or system maintenance.
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Contact Support

To learn more about how Thru can help with your file transfer needs, please contact us.

Speak to Sales

www.thruinc.com/sales/

Schedule a Demo

www.thruinc.com/demo/

Speak to Support

http://www.thruinc.com/support/

helpcenter@thruinc.com

US: +1 800 871 9316
Intl: +1 214 496 0100

Corporate Headquarters

909 Lake Carolyn Parkway
Irving, TX 75039
United States

Telephone: 214-496-0100
Toll Free 800-871-9316 (US/Canada)
info@thruinc.com

California
409 Alberto Way, Suite C

Los Gatos, CA 95032
United States
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Europe
Telephone: + 44 (0) 207-562-8317

Asia Pacific
Telephone: + 61 02 9089 8839
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