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OfficeBox Overview 

OfficeBox Startup ïUser  

User Mode 

After receiving your ID and initial password from the administrator, connect via User Mode to begin 
using OfficeBox. Connect via http://[Your Registered IP] or http://[Your Registered Domain] (ex: 
http://ms.OfficeBox.biz). 

How to Use OfficeBox User Mode  

 

¶ My Folder: A space to save your personal files that you can connect to and manage your files 
from anywhere, anytime. 

¶ Shared Folder: A space for files that you can share easily, safely, and quickly with an individual, 
division, group, or team.  

¶ Guest Folder: A space for files to help you collaborate with internal staff or external clients 
without worrying about capacity or security.  

¶ Links: Quickly and efficiently share large files and folders by creating links to them. 
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OfficeBox Agent (Window/Mac) 

 

¶ Open: Open OfficeBox agent browser.  

¶ My Folder: Open a web browser to access My Folder directly.   

¶ Settings: Defaults, language, and backup settings.    

¶ Help: Go to the Help page. 

¶ Logout: Click to log out. You may log in with another account. 

¶ Exit: Close OfficeBox.  
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OfficeBox Features 

General Features 

File/Folder Links 

 

Create links to single files or entire folders and share them with anybody. OfficeBox automatically 
puts files into a zip archive. Password protection is available for additional security. 

Guest Folders 

 

Set up a Guest Folder to let other people use a portion of your online storage space, easily and 
securely. 
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OfficeBox Agent Program 

 

OfficeBox is a simple program for fast, convenient file backup outside your web browser. 

Various File Views 

 

View uploaded files in a data-oriented list, as thumbnails, or in a visually oriented photo slideshow. 

Fast, Trackable Uploads 

 

Track upload information such as speed, queued files, time elapsed, and errors plus a convenient 
progress bar. 

Multiple Browser Support 

 

Access your data from anywhere that has an Internet connection on any major web browser. 
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Administrator Features. 

Users and Groups 

 

Arrange users according to your organizationôs hierarchy, granting and restricting access to folders 
and features on a per-user basis. 

Shared Folders 

 

Open and share certain folders with users and groups for intuitive, controlled collaboration 

Logging Features 

 

Oversee file modifications, file link downloads, and logins by date, user name, and IP address. 
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 Security Features 

 

Password-protect file links, enforce secure passwords, auto-delete files, and disable Shared and 
Guest Folders. 

Permissions 

 

Give users and groups permission to read/write/create files in specified folders. 

License Management 

 

Quickly view your license information and renew your license or register a new license. 

Customizable Logo 

 

Add your corporate brand to the login and user interface header images. 
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Chapter 2 User Mode 
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Getting Started 

Logging In & Out 

To access the login screen 

URL: http://Your Registered IP/ 

You can access the OfficeBox login screen by inserting your company name after http:// in the URL 

shown above. 

 
The Login Screen 

To log in 

To log in, enter your information and click the [Login] button. 

Language  
Choose the interface language (English, Japanese, Chinese, or Korean) from the drop-

down. 

ID Enter your ID. 

PW Enter your password. 

Save ID 
Check this box if you want the program to remember your ID the next time you access 

the login screen. 
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After you log in, youôll be presented with the main screen. 

 

The Main Screen 

Logging Out 

To log out, simply click the [Logout] button in the top bar on the main screen. 

 
The Main Screen 

The User Interface  

 
User Interface 

The OfficeBox user interface consists of the following components, as marked above. 

1. Folder Tree: Navigate through your folders, including My Folder, Shared Folders, Guest 

Folders, Favorites and Trash. 

  

2. Menu Bar: Click [Options] on the left to switch between the main screen and the settings 

screen or click [Logout] to exit OfficeBox. On the right, you can see how much disk space 

you have left. 

3. Folder Toolbar: Contains buttons for viewing and modifying folders. 

4. File List: Displays a list of files and folders you can select. 
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The Main Folders 

My Folder 

My Folder contains all your files that are not shared with other users. 

Shared Folder 

Your Shared Folders are folders that are accessible to you and to other OfficeBox users. You and 

the other users can upload and download files to a Shared Folder. 

Guest Folder 

Guest Folders are folders you can create so other people can access files via your OfficeBox 

storage. You create the folder and assign an ID and password to it; guests can then log in and 

access the files on that folder. 

The Folder Tree 

Your folders are accessible via the Folder Free on the left side of the screen.  

Click on the plus (+) sign beside a folder to expand the tree and view the subfolders. Similarly, click 

on the minus (-) sign beside a folder to collapse the tree and hide the subfolders. 

    
Unexpanded Folder Tree                 Expanded Folder Tree 
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My Folder 

Uploading Files 

To upload a file: There is 2 way to upload file to OfficeBox.  

Upload File with [Upload] Button 

1. In the Folder Tree, open the folder to which you want to upload the file.  

2. Click the [Upload] button.  

 

Upload Button  

3. In the dialog box that appears, select the file(s) you want to upload. 

Hold down the CTRL button and click on files to select multiple files. 

 

File Dialog Box 
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4. The files will be uploaded and appear in your file list. Large files may take some time to 

upload. You can monitor the progress of the upload in the screen shown below.  

 

File Progress Screen 

Upload by Drag & Drop 

1. Select a file to upload. Drag&Drop to the folder to upload file.  
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 Caution 

ñ When administrator enables the file versioning function, all files will record the history of 

uploads on the same file. File history logs will be recorded up to the set number. For 

example, when it is set to 10 lists, the old history will be deleted to record the new 

history. 

 

ñ  If the file version function is disabled, there will be no file history recorded. New 

uploaded file will be replaced to the old file. 

ñ If the file you upload contains a virus, uploading will be discontinued and you will be 

notified. 

ñ Max. 10GB is available to upload at Chrome, Firefox and Opera. Max. 4GB is available 

at IE10, 11 and max. 2GB is available on Safari to upload. 

ñ Drag&Drop(DND) Upload 

- File(s): Support IE 10 or higher, Chrome, Opera, Firefox, Safari 

- Folder(s): Support Chrome, Opera, Firefox, Safari  

- File(s) & Folder(s): Support Chrome and Opera (Firefox and Safari upload file(s) only) 

- Available to Drag&Drop upload on subfolder directly 

 

Downloading Files 

To download a file 

1.  Click on a file from the file list. The checkbox next to it will be checked.  

.  

Selected File 

2. Click the [Download] button. 

 

Download Button 
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3. In the dialog box that appears, click [Open] or [Save].  

 

Download Dialog Box 

Preview Files 

To preview a file 

1. Click the file menu.   

Selected File 

2. Click the [Preview] button.  

 

Preview Button 
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3. You can preview file selected.  

 

Preview File 

Creating File Links 

About File Links 

File Links are links created by OfficeBox so let people download files from your OfficeBox server. 

File Links provide an easy way to share files without creating a guest account. You can share either 

single files or entire folders. If you share folders, the link will lead to a screen where users can select 

the files to download. 

Below is the procedure for creating a file link. The link will appear in the File Link dialog box, and you 

can copy and paste it into an email or messenger window to share with other people. 

To create a file link 

1. Select a file or folder and click the [Link] button.  

 

Link Button 
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The Link dialog box will appear.  

 

Link Dialog Box 

2. Enter a password, expiration date, and download limit, and then click [OK].  

Password The password required to download the file.  

Expiry Date 

Select an expiration date for the link, after which it will no longer 

be active. You can also check the [None] button to make the link 

available for an unlimited period of time. 

Download Limit(1-99) The number of times a file may be downloaded. 

Permission 
Grant user permission by selecting one among 

Preview/Download, Preview Only and Download Only. 

3. A URL address for downloading the file/folder will appear. Comments can be added to the 

URL note to be appeared. Copy the address or click the [Copy] button. 

 
 File Link URL 
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4. You can check the logs of file download via a link. 

 

File Link Download Logs 

5.  You can check the link history generated previously. 

 

Link List 
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Editing Files and Folders 

To edit a file or folder 

1. In the file list, click the item you want to edit.  

 

Selecting an Item 

2. Click the [Edit] button.  

 

Edit Button 

3. The name of the item will become editable. Enter the new name and press the [Enter] key. 

 

Entering a Name 

Deleting Files 

To delete a file 

1. Click on a file in the file list. The checkbox next to it will be checked.  

To select multiple files, hold down the Shift or the CTRL key and click on the files. 

 

Multiple Files Selected 

2. Click the [Delete] button.  

 

Delete Button 

3.  Click [OK] in the dialog box that appears.  
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Copying and Moving Files/Folders 

To copy or move a file/folder 

1. In the file list, check the boxes next to the files and folders you want to copy or move.  

 

Selected Files and Folders 

2. Click the [Copy] button or the [Move] button.  

 

Copy Button 

 

Move Button 

3. A dialog box will appear. Select the location to which you want to copy or move the data.  

 

Copy/Move Dialog Box 

4. Click the [OK] button to move or copy the data.  
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Shared Folders 

Using Shared Folders 

To access a shared folder 

1. Click the plus (+) sign next to the Shared Folder icon in the folder tree. A list of Shared 

Folders you can access will appear. 

Shared Folder access is controlled by administrators. If you do not see Shared Folders in 

the folder tree, it means your administrator has not given you access to any Shared Folders. 

 

Shared  Folder 

2. Click on a Shared Folder to view its contents. Depending on your permission level, you will 

be allowed to perform certain actions. 

The three permission levels are as follows.  

Read  (R) 
You may read files, but not modify or delete them. You 

cannot create new subfolders.  

Read / Write  (R/W) 
You may read, modify, delete, and upload files. You cannot 

create new subfolders.  

Read / Write / Create (R/W/C) 
You may read, modify, delete, and upload files. You may 

also create new subfolders.  

3. Use the tool buttons as you would with My Folder. Depending on your permissions, some 

buttons may produce error messages. 

 

Write Permission Error Message 

The reason of Create permission denied window does not appear. 
(If you are not given permission, New Folder button will not be displayed. For upload, Upload button 
will be disabled.) 
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Guest Folders 

Creating Guest Folders 

To create a Guest Folder 

1. In the folder tree, click [Guest Folder]. 

2. Click the [New Folder] icon. 

 

New Folder Icon 

3. Fill out the Guest Folder information in the dialog box that appears.  

 

Guest Folder Information 

 

Folder Name The name of the folder as it will appear in OfficeBox. 

Guest ID 

The ID your guest will use to log on. 

Each guest ID must be unique. 

Password The password your guest will use to log on.  

Expiry Date 
The date the Guest Folder will expire. When the Guest Folder 

expires, its data is deleted.  

Folder Options Select the permissions the guest will have (explained below). 
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The following table shows the permissions related to each of the three folder options.  

 
All 

 

Upload 

  

Downloads 

  

Preview Upload 

&Preview 

Downloads 

&Preview 

Upload& 

Downloads 

Create Folders  Yes Yes No No Yes No Yes 

Modify Folders  Yes Yes No No Yes No Yes 

Delete Folders  Yes No No No No No Yes 

Upload Files  Yes Yes No No Yes No Yes 

Download Files  Yes No Yes No No Yes Yes 

Rename Files  Yes Yes No No Yes No Yes 

Delete Files  Yes No No No No No Yes 

Move/Copy Files  Yes No No No No No Yes 

Preview Files Yes No No Yes Yes Yes No 

4. Click the [OK] button. 

5. A URL address will appear in the URL field. This is the address your guest can use to log on 

and access OfficeBox. Record this URL and then click [Close] again to close the window. 

 

 

  
































































































































































































































































































