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Installing and Using WebDAV

Intro

WebDAV stands for "Web-based Distributed Authoring and Versioning™. It allows users to

upload/download, edit and manage files on the TBS server. Saving files directly to WebDAV (i.e., from
within an application, such as Word, Excel, or Internet Explorer) does not work reliably. For best

results, save the file to your computer first, and then upload it to the site provided by TBS.

Note: When naming an item such as a file or folder, avoid using either foreign characters or the
unsupported characters below, as any of these characters can cause an error when you attempt to upload

the file.
Character || Description
\ Back slash
/ Forward slash
? Question mark
* Asterisk
" Quotation mark
Colon
< Less than
> Greater than
# Hash mark
% Percent sign
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Important:

Before setting up WebDAYV you must install the following Microsoft Update.

http://www.microsoft.com/downloads/details.aspx?Familyld=17C36612-632E-4C04-9382-
987622ED1D64&displaylang=en

For information about the update and how to download it, see article 907306 in Microsoft's knowledge
base. You can search Microsoft's knowledge base at:

http://support.microsoft.com/default.aspx

Setting Up WebDAV Using Windows XP

In Windows XP, WebDAYV is used by adding a Network Place (also referred to as “mounting a drive”)
under My Network Places.

Using the Add Network Place Wizard

1. On the desktop, click ‘Start’ > My Network Places.

._J' My Documents

43 My Recent Documents P
.j:; My Pictures

._'5 My Music

1;;3 My Computer
‘3 My Network Places

B"' Control Panel

2. Inthe "Network Tasks" pane, click Add a network place.

Network Tasks ES

o Addanetwork place
€ view net',{%{k connections

%) Setup a home or small
" office network

<2 setup a wireless network
for a home or small office

.,a‘.); View workgroup computers

@ Show icons for networked
LUPnP devices

3. On the welcome screen, click Next.
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4. Select Choose another network location, and then click Next.

Add Network Place Wizard
Where do you want to create this network place?

Select a service provider. I you do not have a membership with the provider you select, the wizard wil help
you create an account. To just create a shortcut, click "Choose another network location.”

Senvice providers
‘q MSN Commuriies
2 Share your files with others, or

. Choose ancther network location
. Specify the address of a Web site, network location, or FTP site.

L

<Back [ Net> | [ cancel

5. Inthe "Internet or network address:" field, enter the URL provided to you by TBS and select
Next (ex., https://groupaccess.hostedaccess.com/yourcompanyname)

Add Network Place Wizard k3

What is the address of this network place?

Type the address of the Web site, FTP site, or networl location that this shortcut will open.

Intemet or network address:

hitps.//groupaccess hostedaccess com/TBS V

[ <Back ][ MNet> || cance |

Note: If you receive a “pop-up” box asking you for a Certificate, select ‘OK’ to bypass the message.
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6. When prompted, enter your standard Citrix User Name and Password assigned to you by TBS (if
you do not have an existing User Name and Password with TBS one will be assigned to you).

Connect to groupaccess.hostedaccess.com E

@

U wt

The server groupaccess.hostedaccess, com at TES requires a
username and password.

User name: | | kl

Password:

[ | Remember my password

| o F | cancel

7. Type in a name for the new Network Place or use the default name and select ‘Next’.

Add Network Place Wizard X

What do you want to name this place?

Create a name for this shortcut that will help you easily identify this network place:

hitps.//groupaccess hostedaccess.com/TBS.

Type a name for this network place:
TES on groupaccess hostedaccess.com

b3

<Back || MNet> | [ Cancel

'I'B Technology &
Page 4 of 10 www.tbs-llc.com Business Solutions



8. Select ‘Finish’.

Add Network Place Wizard

Completing the Add Network Place
. Wizard
You have successfully created this network place:

TBS on groupaccess hostedaccess.com (2]

A shortcut for this place will appear in My Network Places.
[#] Open this network place when | click Finish.

To close this wizard, click Finish.

[ Finish tg [ Cancsl

9. When prompted, enter your User Name and Password assigned to you by TBS (the same as step
#6).

Connect to groupaccess. hostedaccess.com
£

The server groupaccess. hostedaccess.com at TBS reguires a
username and password.

User name: L <8 -
Password:

[ ]rRemember my password

I Ok M [ Cancel
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10. You will now see a new Window with your site’s URL address. This is the area where you can
see and maintain your files and folders.

|1 TBS on groupaccess.hostedaccess.com E]@
File Edit View Favorites Tools Help ':'

Q Back ~ > ? /..- ) search Folders mv

Address |I59 hitps:/fgroupaccess. hostedaccess. com/TBS/ [l ' T

Folder Tasks 2 C’ ;J .E:D;

W
q‘n Rename Hsitem TimeCollection Accounting...  Citrix10.150
install and s...

N

[y Move this item

D Copy this item %

¥ Delete this item

Other Places 2

g Web Folders

,D My Documents
|) Shared Documents
\3 My Network Places

11. There are several ways you can move files back and forth between your computer and your site
(web folders).
o You can drag and drop files (you cannot delete items by dragging them to the Recycle
Bin on your desktop. To delete an item, right-click it and select ‘Delete’ or highlight the
item and select ‘Delete’ under Folder Tasks on the left of the page).
o You can right click on the file and use Cut/Copy/Paste functionality.
o You can use the Folder Tasks on the left of the page to Move, Copy, and Delete items.
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12. For future use of the site. Go to Start/My Network Places and double-click on the named
Network Place and enter your User name and Password if prompted. Note: If you have
previously accessed the site and have not shut down your computer, it may not prompt you for
your password.

‘d My Network Places g@
File Edit View Favorites Tools Help :f’
< &) lﬁ /.._\J Search W Folders v

Address |\3 My Network Places [v] ET

The Internet
Network Tasks kS

i Adda network place v i 4/' SharedDocs on Computer Room
- ) | M (Gray)
& View network connections o =

%) Setupa home or small -

office netwark } SharedDocs on Debra's laptop 7 SharedDocs on Jon's Laptop

;_’j, Setup a wireless network (Debra) (Toshiba-user)
for a home or small office -
@y View workgroup computers
;1 how i fo orked ﬂ TES an
L] B "jmn.s TRL L O upaccess. hostedaccess. com
UPnP devices ===
| https: /fgroupaccess. hostedaccess. com/TBS/
Other Places kS
{& Desktop

i My Computer

) My Documents
|3 Shared Documents
2y Printers and Faxes

Details

<

13. When you're finished, exit Internet Explorer to close your connection.

(Next page for Windows Vista instructions)
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Setting Up WebDAV Using Windows Vista

To add a shortcut to your Windows Vista computer that allows you to upload and access files via
WebDAV, follow these steps:

1. From the desktop, click the Start icon then Computer.

2. Click Map Network Drive.

OD ‘;F » Computer »

Wy Orgenize ~ 3= Views ~ System properties gl Uninstall or change a progran i | &

Favorite Links Name_ Type sfal Size  Free Space

E Documents EF0IET -

& &
B pictures DVD RW Drive (D:)
B Music =
More » 1P .
Folders - Local Disk (C:)
M Desktop 166 GB free of 232 GB
|E Debra S
= o
| Public Q-z@)
% Computer o ble Disk ()
&, Local Disk (C:) - emavable Disk (&,

&5 DVD RW Drive (D)
= Removable Disk (E)
¥ Network
Control Panel

&/ Recycle Bin

o

3. In Folder: Copy and Paste the URL provided to you by TBS and then select Finish (the URL is
case sensitive).

U \3 Map Metwaork Drive

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connect to:

Drive: [Z: - ]
Folder https://groupaccess hostedaccess.com/TBS - Browse...
Example: \\serverishare I})

Reconnect at logon
Connect using a different user name.

Connect to 3 Web site that you can use to store your documents and pictures.
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4. When prompted, enter the User name and Password provided to you by TBS.

Connect to groupaccess.hostedaccess.com E

,f;}\

Connecting to groupaccess. hostedaccess. com

User name: L % -l ..
Password:

[ Remember my password

[ Dﬁcg[c.ancel]

5. A window will open displaying your WebDAV drive and Web Folders where you can upload

and download your files. Select “X” to close the window.

=l e ==
mv|llﬂ « TBS (\\groupaccess.hostedaccess.com@5S5L) (Z) » - | 5 | | Search yel |
Organ ~ @ Burn
Favorite Links MName : Date modified Type Size
El DoChments L GCS006 8/10/2009 11:18 AM  File Folder
. New Folder 8/27/2009 12:05 PM  File Folder
B Prtures || TestFolderlGE224 8/26/2000 224 PM  File Folder
B Music | TimeCollection 8/27/200912:05PM  File Folder
More » | Uploads 8/21/2009 3:01 PM  File Folder
Eolders v Admin Manual 6/17/2009 12:46 PM  Microsoft Office ... 9,98
4% Computer ) ,_i.: BlankDataSet 11/19/2008 2:28 PM  Compressed (zipp... 3,000
2 & Local Disk () |4 CleanTemplate 6,/8/2008 7:22 PM Compressed (zipp... 2,25
b \_4,0 DVD RW Drive (D) | 1) DemoData 7/22/20099:35 AM  Compressed (zipp... 323,02
) wm Rermovable Disk (E:) __ EMPL_PAYRATE 7/30/2009 9:26 PM Text Document 11
458 TBS (\groupaccess.hostedaccess.com@SSL) (Z:) | GrantScript 8/1/2009 9:15 PM Text Document 1
L GCS006 ._%J Insight09 3/27/2009 1:51 PM Compressed (zipp... 343
& 1) New Folder | output 7/23/2009 9:07 AM Text Document 517
|| TestFolderGE224 £ | | TEMPLATE-3Div 11/12/2008 211 PM  Compressed (zipp... 2,22
0 TimeCollection
. Uploads
&+ |4, BlankDataSet
i+ |4 CleanTemplate
i+ |4 DemoData L\\)
&+ | 4 Insight09
» | 1) TEMPLATE-3Div =[] m v
14 items
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6. There are several ways you can move files back and forth between your computer and your site
(web folders).
o You can drag and drop files (you cannot delete items by dragging them to the Recycle
Bin on your desktop. To delete an item, right-click it and select ‘Delete’ or highlight the
item and select ‘Delete’ under Folder Tasks on the left of the page).
o You can right click on the file and use Cut/Copy/Paste functionality.
o You can use the Folder Tasks on the left of the page to Move, Copy, and Delete items.

7. To return to WebDAYV and your Web Folders. Select the Windows Start icon and then
Computer. In the lower left panel and in the right panel you will see your WebDAV link (this is
also referred to as a “mounted drive”) to your Web Folders. Double click to open. Enter your
Username and Password if prompted (if you have not rebooted your computer since your last
visit to your web folders, Windows may not ask you for your Username and Password).

(===
— =
sl |;" » Computer » - |¢’ | | Search o]
‘ Organize ~ Q= Views ~ j System properties ij Uninstall'or changea program #= Map network drive ™ >*
Eernlils Name Type Total Size Free Space
ﬂ:, Documents ba=lEl -
. ]
B Pictures DVD RW Drive (0:)
F[_J' Music =
More » I-P(L) -~
Folders v Local Disk (C:)
-~ J
|ﬁ Debra - o
| Public Q-z@ -
1M Computer
] 2 " =~ Removable Disk (E:)
jma Local Disk (C:) w

=4 DVD RW Drive (D:)

TBS
&= Removable Disk (E:)

f;;:;;’ (\\groupaccess.hostedacces...

L# TBS (\\groupaccess.hostedaccess.com@55L) (Z:) ] -— .

o

E‘ Blehroric TBS (\\groupaccess.hostedaccess.com@S5SL) (£
Control Panel Space free: 166 GB
£ Recycle Bin Total size: 232 GB

For questions or support, please contact Support@tbs-Ilc.com.
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