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FilesAnywhere Workgroup Account
Users Guide
Thank you, for your interest in FilesAnywhere. Please follow the instructions below to begin using your new Workgroup as the Primary Workgroup Account.  

The basic steps to setup the workgroup are simple.  You will need to first add users to the Workgroup, then create folder GroupShares as needed to share files.
WHAT IS A FILESANYWHERE WORKGROUP?

A FilesAnywhere Workgroup is a group of FilesAnywhere accounts that roll-up to a Primary Workgroup Account, who manages the workgroup users.  The purpose is to allow simple and convenient setup of multiple accounts and sharing of documents over the Internet. 
A Workgroup account consists of a Primary Workgroup Account and additional user accounts that belong to the workgroup.  The Primary Workgroup Account maintains the workgroup and arranges for payment of all workgroup user accounts.
Workgroups are ideal for teams of users from 2 users up to 30 users who need from 500MB to 120GB of combined file space, and wish to store and share files securely on the Internet using only a web browser.

ADDING WORKGROUP USERS

As the Primary Workgroup Account, you have full permissions to create, edit, or remove Workgroup Users. You may add as many Workgroup Users as you like, up to the maximum number of user licenses purchased for your account.  To access the Manage Users screen, 

first click on the Account Information button from the FilesAnywhere toolbar:  [image: image3.png]
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  How to Manage Your FilesAnywhere Workgroup
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The Manage Users screen allows you to maintain the list of users in a workgroup, including Adding new users to the workgroup, removing users, or changing user disk space settings. 
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A. Manage Users:  

· Set your Primary Workgroup Account Size to a size that is smaller than the Total Workgroup Size, to allocate some unused space for users you add.

· Add users to the workgroup by providing a new "Username", their current email address, and an allocated maximum drive space for each user.  The total drive space of all users + the Primary Workgroup Account (you) = the Total Workgroup Size (the plan size you purchased, such as 5GB in the example above).  

Note: The minimum size of a Workgroup user account is 100MB.

 
B. Inform New Users: 

· New user accounts that you create in the Manage Users screen will receive an activation email, inviting them to login to FilesAnywhere and choose a permanent password.  

· This would be a good time to communicate with the users yourself, informing them of their new accounts and the Workgroup you have created.
 

C. Create a GroupShare:  FilesAnywhere Workgroups can be setup in different ways to share files and collaborate with Workgroup user accounts.  

· If you would like to share a large volume of files with multiple users, then you will want to make your own Primary Workgroup Account Size very large, then create a GroupShare and grant access to all of your Workgroup users. 

· In other scenarios, such as sharing files for individual clients, you may want to setup a separate GroupShare folder for each user in your Workgroup.  

Please refer to GroupShare instructions for more information on sharing files with multiple users.
ASSIGNING DISK SPACE
When adding each Workgroup user, you can decide how much disk space to assign the user.  The total Workgroup disk space purchased for your account can be divided any way you wish between your Primary Workgroup Account and the Workgroup Users you create.  

Examples:
10-User Workgroup with 1GB

Primary Account: 100MB
   

9 Workgroup Users: 100MB each

5-User Workgroup with 1GB

Primary Account: 600MB   

4 Workgroup Users: 100MB each

USING FILESANYWHERE

All users of the workgroup have the ability to login to FilesAnywhere independently, using their own username, which you assigned.  When you add a user they receive an email with a system-generated password.  They will be prompted to enter their own permanent password the first time they login. 

All FilesAnywhere features are available to each user, within their own user login and account space.  Users can setup their own individual folders, and upload and download their own files.  To share files and work as a team, GroupShares can be created and shared to other workgroup members, however they are needed.  

SHARING FILES BETWEEN WORKGROUP MEMBERS

For example, as the Primary Workgroup Account, if you are setting up a “Peer-to-Peer” type of workgroup, you can share your entire top-level folder to all users with “read-only” or “full access” permissions, so that everyone in the Workgroup can access files you provide to them all from the same location.  Or, for “One-on-One” sharing, you can create a separate folder and a separate corresponding GroupShare for each user, so that you can distribute – or collect – files privately between you and each Workgroup user.  Similarly, any user may create their own GroupShare folders and share them with you or others in the team.  

The diagrams below illustrate the three basic types of Workgroup GroupShare scenarios that can be setup:
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The above diagrams show only one folder per user, or for the entire workgroup.  In fact, each user can setup multiple GroupShares, so the possibilities for sharing are endless.   Please refer to the GroupShare instructions for more information on sharing files with multiple users.


EXPANDING YOUR WORKGROUP

Your Workgroup can easily expand to meet your requirements in the future. To add more users and disk space to an existing workgroup, use the Upgrade screen to select a different Workgroup plan level.  The new charges will be automatically recalculated for your approval and the Upgrade will take place instantly.

NEXT STEPS

FilesAnywhere Workgroups are incredibly useful for small teams and large groups alike.  Your Workgroup can grow with your team size and file sharing requirements.  We hope you and your team get the most out of your new FilesAnywhere Workgroup.  

If you have any questions, or would like to learn more about our enhanced corporate offerings, please do not hesitate to contact us Monday through Friday, from 9am to 5pm Central Time, using our toll-free number: 1-866-805-1991.

Once again, thank you for your business.
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