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Toolbar Buttons  

The most commonly used buttons are listed, by default, in the Document Manager. In order to modify the current buttons, 
visit My Settings, and then click on the Toolbar Buttons link and select up to 12 buttons**. 
 

 

**Bookmarks and Saved 
Searches:  View your existing 
bookmarks and Searches. 

 
**Quick Search:  Perform a quick 
search of your files and folders. 

 

Copy:  Create a copy of the file 
or folder.  

**Refresh:  Update the current 
view/return to Home. 

 

Create Bookmark:  Add a 
Bookmark for quick reference.  

Rename:  Modify the name of the 
file or folder. 

 

Delete:  Move the file or folder to 
Trash.  

**Restore:  Restore a file or folder 
from the trash. 

 

Email:  Send an email 
notification once a resource  
has been shared. 

 
RSS:  Create and Receive an 
RSS feed. 

 
**Expand:  Expand allows for 
additional options.  

**Save to Desktop:  View or Save 
the file. 

 
Manage:  View and edit the file 
or folder's configuration.  

Save to Zip File:  Copy files or 
folders to your local computer. 

 

Move:  Modify the location of the 
file or folder.  

Share:  Share with other users. 

 

**New Dropbox:  Create a new 
dropbox.  

Subscribe:  Notification of 
changes via e-mail. 

 

**New Folder:  Create a new 
folder.  

Tag:  Create keywords. 

 **New Wiki:  Create a new wiki. 
 

**Trash:  Empty the Trash. 

 
**Open:  View the file. 

 
**Up:  Navigate one folder above 
the current folder. 

 

**Overwrite:  Overwrite the 
existing file.  

**Upload:  Using either basic or 
advanced upload, add files 
and folders. 

 
**Cannot be modified in the 
Toolbar Button options screen. 

  
**View:  Modify the current folder 
view. 
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Document Manager  Grid  

The Document Manager Grid shows the contents of the current folder with information pertaining to each item.  Each file or folder is 
listed on a separate row and, by default, contains the item's Name, Share status, Lock status, Date of last modification, and Size.  

 

 

( Figure 1.0.5 ) 

 
 
You may customize the information displayed, by clicking the View button. 

 

Sorting Your Files and Folders  

The order of your file and folders may be sorted according to name, owner, creation date, created by user, size, last 
modification date, last modification user or content type. In other words, any available column may be used for sorting. 
 
By clicking on the title of each of these columns, files and folders will automatically sort in ascending order, grouping 
folders separately from files.  To sort in descending order, click the column title again. The "up" arrow indicates that the 
contents are sorted in ascending order while the "down" arrow indicates descending order. 
 
 

Uploading a File or Folder  

There are two modes of upload, Basic and Advanced. Basic upload allows you to browse one file at a time, until you have compiled 

a list of files to upload. Advanced upload allows you to drag-and-drop files or folders onto the Advanced upload screen. The upload 
mode can be easily switched at any time by clicking either the "Basic Upload" or "Advanced Upload" links on the Upload screen. 
Whichever mode you choose will be displayed the next time you upload files. 

 
*Note: Advanced Upload mode requires version 1.5 or higher of the Java plug-in available from www.java.com. If you have the Java 
plug-in installed but it is not version 1.5 or higher, you will experience problems when attempting to use the Advanced Mode. If you do 
not wish to download and install the Java plug-in, use Basic Upload. 

 

http://www.java.com/
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Basic Upload 
 

 

( Figure 2.0.7 ) 

 
1. Navigate to the folder to which you wish to upload files. 

2. Click the Upload  button. 
3. If in advanced mode, click on the Basic Upload link. 
4. Browse to the file you wish to upload. 
5. If you wish to upload more files, click Add Files and Browse to the file. Repeat this step for as many files as you 

wish to upload. 
6. Click Start Upload. 

 
 
 

  
Advanced Upload 
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( Figure 2.0.8 ) 

 
1. Navigate to the folder to which you wish to upload files. 

2. Click the Upload  button. 
3. If in basic mode, click on the Advanced Upload link. 
4. You may either drag and drop files and folders onto the drag-n-drop area or you may click Add Files and select files 

from your local machine. 
5. Click Start Upload. 
6. Should the upload stop or receive an error, click Done to exit the upload page. 

 

 

Renaming a File or Folder  

1. Navigate to the file or folder you would like to rename. 
2. Right-click on the file or folder and select the Rename option. 
3. Enter in the name you would like in the Rename field. 
4. Click Ok to complete the Rename, or click Cancel if you would not like to rename the file or folder. 

 
 
 

Moving a File or Folder  

When moving a file or folder you have two options for determining the destination location. Sharing and permissions of the original 
files or folders carry over to the moved files or folders. If you would not like the moved file or folder to be shared any longer, you must 
explicitly remove access.  
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( Figure 2.0.9 ) 

 

  
Move a single file or folder 
 

1. Navigate to the file or folder you would like to move. 
2. Right-click on the file or folder and select the Move option. 

3. Manually enter in the location and name of the file or folder.  If the name of the folder does not exist, or you do not 
have permission to that folder you will receive an error message. 

 -OR- 

Using the Expand  icon you may navigate through your folder structure to determine where you would like to 
move the file or folder. As you navigate through the folders, the information in the Destination field will change 

accordingly.  This does not require you to manually enter any information. 

 
*Note:  Using the default destination location will result in the following error message: "You cannot move or rename 
a file to itself, or a folder to a sub-folder of itselfò.  
 

 
 
 

  
Move multiple files or folders 
 

1. Navigate to the files or folders you would like to move. 
2. Place a checkmark in the box associated to the files and or folders that you wish to move. 
3. Right-click on any of the selected files or folders and select the Move option. 

4. Manually enter in the location and name of the file or folder.  If the name of the folder does not exist, or you do not 
have permission to that folder you will receive an error message. 

 -OR- 

Using the Expand  icon you may navigate through your folder structure to determine where you would like to 
move the file or folder. As you navigate through the folders, the information in the Destination field will change 

accordingly.  This does not require you to manually enter any information. 

 
*Note:  Using the default destination location will result in the following error message: "You cannot move or rename 
a file to itself, or a folder to a sub-folder of itselfò.  
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Copying a File or Folder  

When copying a file or folder you have three options for determining the destination location. Sharing and permissions of the original 
files or folders do not carry over to the new copy. If you would like the copy of the file or folder to be shared, you must explicitly grant 
access.  
 

 

( Figure 2.1.0 ) 

 

  
Copy a single file or folder 
 

1. Navigate to the file or folder you would like to copy. 
2. Right-click on the file or folder and select the Copy option. 

3. Use the default location and name that have already been supplied.  This will be the name of the original file or 
folder with the words "Copy of" preceding the original name. Using this method will copy the file or folder to the same 
level in the folder structure as the original file or folder. 

4. Manually enter in the location and name of the file or folder.  If the name of the folder does not exist, or you do not 
have permission to that folder you will receive an error message. 

 -OR- 

Using the Expand  icon you may navigate through your folder structure to determine where you would like to place the 
copy of the file or folder. As you navigate through the folders, the information in the Destination field will change accordingly. 

 
5. Once you have selected a destination location using one of the above methods, click Ok to complete the Copy. Click 

Cancel if you would not like to copy the file or folder. 
 

  
Copy multiple files or folders 
  

1. Navigate to the files or folders you would like to copy. 
2. Place a checkmark in the box associated to the files and or folders that you wish to copy. 
3. Right-click on any of the selected files or folders and select the Copy option. 

4. Use the default location and name that have already been supplied.  This will be the name of the original file or 
folder with the words "Copy of" preceding the original name. Using this method will copy the file or folder to the same 
level in the folder structure as the original file or folder. 

5. Manually enter in the location and name of the file or folder.  If the name of the folder does not exist, or you do not 
have permission to that folder you will receive an error message. 

 -OR- 

Using the Expand  icon you may navigate through your folder structure to determine where you would like to 
place the copy of the file or folder. As you navigate through the folders, the information in the Destination field will 

change accordingly. 
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Deleting a File  

  
Delete a single file or folder 
 

1. Navigate to the file or folder you would like to delete. 
2. Right-click on the file or folder and select the Delete option. 

 

  
Delete multiple files or folders 
 

1. Navigate to the files or folders you would like to delete. 
2. Place a checkmark in the box associated to the files and or folders that you wish to delete. 
3. Right-click on any of the selected files or folders and select the Delete option. 

 
When you choose to delete files, the files are not immediately deleted, but are instead moved into your Trash. If a file is accidentally 
sent to the Trash, it may be restored by visiting the trash folder.  Files in your Trash count against your total available storage in your 
account. If you are approaching your maximum storage amount, select items to permanently delete from your Trash in order to free 

up storage. 
 
 

  

Permanently delete all files or folders within your Trash  

1. Double click the Trash  icon located in your home folder. 

2. To delete the entire contents of Trash, click the Empty Trash  button. 
3. Confirm that you wish to permanently delete all items in your Trash by clicking Ok or click Cancel if you do not wish 

to empty Trash at this time. 
 

  

Restore a deleted file or folder which exists in your Trash  

Files may be restored to their original location, as long as the location still exists and you have access.  If the file or folder is not able 
to be restored to the original location, you will be prompted to provide a new location.  If restoring a folder and all of its contents, 
restore the folder first.  Restored files will keep their permissions and other attributes. 

1. Double click the Trash  icon located in your home folder. 

2. All previously "deleted" items will be displayed. Put a check in the box associated to the file or folder that you wish to 
restore. 

3. Cick the Restore button. 
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Retrieve  an overwritten  file which exists in your Trash  

Overwritten files are placed in a special sub-folder of the trash named Overwritten Files.  Overwritten files are automatically 
versioned.  You may not restore an overwritten file, however you may retrieve a version just as you would with any other versioned 
file. 

1. Double click the Trash  icon located in your home folder. 
2. Double click the Overwritten Files folder. 

3. All previously "overwritten" items will be displayed. Put a check in the box associated to the version of the file or 
folder that you wish to retrieve. 

4. Right-Click  on the file you wish to retrieve, and select Manage -> Versioning. 

5. You may retrieve a version the same way you would any other versioned file. 
 
 

  

Save to Zip File 

1. Navigate to the file(s) or folder(s) you would like to Save to Zip File. 
2. Right-click on the file or folder and select the Save to Zip File option. 

 

Copy Link Location  

1. Navigate to the file or folder you would like to copy the link location. 
2. Right-click on the file or folder and select the Copy Link Location option. 

 

  

Save to Desktop 

1. Navigate to the file you would like to save to your desktop. 
2. Right-click on the file and select the Save to Desktop option. 

 

  

Open (File) in Browser  

1. Navigate to the file you would like to open. 
2. Right-click on the file and select the Open in Browser option. 

3. The file will then be launched using your default web browser. 
 



11 

 

Open (Folder)  

1. Navigate to the folder you would like to open. 
2. Right-click on the folder and select the Open option. 

3. The contents of the folder will be opened/displayed. 
 

Content  Type 

Depending on the method used for uploading a file to your account, your file may be displaying as the wrong file mime-type. If there 
was a problem with the file or the client used to upload the file did not properly recognize the file's mime-type, it may be necessary to 
manually change your file's type. 
 
Change the Content Type of a file  
 

1. Navigate to the Document Manager screen. 

2. Navigate to the file for which you wish to change the content type. 
3. Right-Click the file's name and select Manage -> Content Type. 
4. You may select from the list provided, or you may manually enter the new file type by choosing Other from the type 

drop-down list. 
 

 

( Figure 2.1.1 ) 

 
5. Click the Apply button to view applied changes, or click the Exit button to save the changes and exit the Document 

Manager screen. 
 

Xythos can properly display the following file icons: 
 

File 
Icon 

Type Type Code 

 Adobe Acrobat/PDF application/pdf 

 Audio audio/* 

 Excel Spreadsheet application/vnd.ms-excel 

 Executable/Application application/octet-stream 

 HTM/HTML text/html 

 Image image/* 
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 Java/Javascript application/x-javascript 

 Powerpoint Presentation application/vnd.ms-powerpoint 

 Text Document text/plain 

 Video/Movie video/* 

 Word Document application/msword 

 XML text/xml 

 Zipped File application/*zip* 

 

Locking  

Locking files and folders prevents other users from editing or saving changes to a particular file for a defined period of time. You can 
control who is able to write to any item (file or folder) at any specific time. A lock stays locked until you release it or the lock expires. 
 
Types of Locks: Simple and Recursive 

 
Simple locks are applied to one file or one folder; a recursive lock applies to a folder and all of its contents, including both files and 
sub-folders. 
 

 

( Figure 3.0.5 ) 

 

Create a lock on a file 

1. On the Document Manager screen, Right-Click the selected file. 
2. Click the Manage -> Lock Details option. 
3. Within the Lock screen, select either Locked or Unlocked for Lock Status. 
4. Click the Apply button to view applied changes, or click the Exit button to save and exit the Lock Details screen. 

 
 

Create a lock on a folder  

1. On the Document Manager screen, Right-Click the selected folder. 
2. Click the Manage -> Lock Details option. 
3. Within the Lock Details screen, select either Folder Locked, Unlocked for Lock Status. Do not select Folder and 

Contents Locked. 
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*Note: Selecting "Folder and Contents" will create a Recursive lock. 
 
4. Click the Apply button to view applied changes, or click the Exit button to save and exit the Lock Details screen. 

 

Permissions  

By default, every item is created with 3 sets of permissions: 
 

¶ Owner - You are the owner of the items within your own account. 

 

¶ Users with Accounts - Any users, in your Organization or outside of your Organization, that have a Xythos account. Users 

must be logged in to their Xythos account in order to gain access to the files or folders. 
 

¶ Public - Any user accessing the service without an account or those users with accounts who have not logged in. Use this 

option to make your files and folders public to the outside world. 
 
Within the Document Manager, there is a column labeled Shared To. This column identifies the following: 

 

¶ "None"  This file or folder is not shared to any other user. 

 

¶ "Some"  This file or folder is shared with another user, but not all users. 

 

¶ "Everyone"  This file or folder is shared with either the Public or shared with all users with an account. 

 
Xythos enables you to control access to your files in four different ways, represented by the four columns of permissions: Read, Write, 
Delete, and Administer. 

Read Permission   

Read permission allows the user or Group of users to view the file or folder only. If a user is granted Read access on a folder, they 
are not automatically granted Read access to all of the folder's contents. The user will only have access to view the folders, sub-

folders and files to which you have implicitly granted them access. 

Write Permission  

Write permission allows the user or Group of users to write to the file or folder only. Write access includes the following:  viewing, 
editing, renaming both the contents and options of the file or folder. If a user is granted Write access on a folder, they are not 
automatically granted Write access to all of the folder's contents. The user will only have access to write to the folders, sub-folders 

and files to which you have explicitly granted them access. 

Delete Permission  

Delete permission allows the user or Group of users to move the file or folder to the trash. If a user is granted Delete access on a 
folder, they are not automatically granted Delete access to all of the folder's contents. The user will only have access to delete the 

folders, sub-folders and files to which you have explicitly granted them access. 

Administer Permission  

Administer permission allows the user or Group of users full access to a file or folder's Manage/Summary screen and the permission 
to make modifications to all "Manage" items. If a user is granted Administer access on a folder, they are not automatically granted 
Administer access to all of the folder's contents. The user will only have access to administer the folders, sub-folders and files to 

which you have explicitly granted them access. 
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Basic Permissions 
 

 

( Figure 4.0.8 ) 

 
1. On the Document Manager screen, Right-click the selected file or folder, and then click the Manage -> 

Permissions option. 
2. Click on the Basic Permissions tab. 
3. Click the radio button associated to the user or group to which you would like to provide Viewer, Contributor or 

Full Access permissions. 
4. Selecting the checkbox associated to a user or group, and then clicking the Remove Access button will remove the 

user or group from the permissions to this file or folder. 
5. Clicking on the Add User/Group button will bring you to the Sharing wizard.  
6. Once all permissions are complete, click the Apply or Exit button. 

 
Advanced Permissions 
 

 

( Figure 4.0.9 ) 

 
1. On the Document Manager screen, Right-click the selected file or folder, and then click the Manage -> 

Permissions option. 
2. Click on the Advanced Permissions tab. 
3. Click the radio button associated to the user or group to which you would like to provide Read, Write, Delete, 

Administer, Inherit Read, Inherit Write, Inherit Delete or Inherit Administer permissions. 
4. Selecting the checkbox associated to a user or group, and then clicking the Remove Access button will remove the 

user or group from the permissions to this file or folder. 
5. Clicking on the Add User/Group button will bring you to the Sharing wizard.  
6. Once all permissions are complete, click the Apply or Exit button. 
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Overwrite Existing Permissions 
 
When modifying folder Permissions, by default, you are adding permissions to the existing permission set. In order to overwrite the 
existing permission set, you must click the Overwrite Permissions  button. When the Overwrite Permissions button is used, then 
all previous settings will be erased for the current folder, all of the folder's sub-folders and files. These changes cannot be reversed 
once completed.  This change applies to all files and sub-folders located within the current folder, the current permissions of 
the files and sub-folders will be changed to match the current folder. 

 

 

( Figure 4.1.0 ) 

 
1. On the Document Manager screen, Right-click the selected folder, and then click the Manage -> Permissions 

option. 
2. Click on the Basic Permissions tab or the Advanced Permissions tab. 

3. Set the folder and inherit permissions. 

4. Click the Overwrite Permissions  button. 
5. Click the Apply button to confirm changes, or click Cancel to discard changes. 
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Share Files 

The Sharing Wizard guides you through sharing and notifying users. You may follow each step of this wizard, skip through to the 

desired step or end the wizard at any time.  

( Figure 4.0.5 ) 

 
1. Within the Document Manager put a checkmark in the box associated to the file or folder you would like to share. 

2. Click the Share  button or Right-click on the file or folder and select the Share option. 
3. You are now in the Sharing Wizard. 
4. You will be brought to the Choose Users screen. 

5. Either begin typing in the user information in the box provided, or use the find utility. 
6. Click the Next button. 
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( Figure 4.0.6 ) 

 
7. Select your preferred sharing options. 
8. You may select the following options: Viewer, Conributor, or Full Access. 
9. If you are currently setting sharing permissions on a folder, rather than a file you will need to determine whether this 

access should apply to the current folder only, or this folder and all sub-folders by clicking on the appropriate radio 
button. 

10. Optional: Click Finish to skip the Email portion and exit the Wizard. 
11. Click Next. 

Tickets  

Tickets allow both non-Xythos and Xythos users access to your files and folders. By using the ticket functionality, you may allow 
specific access to your folders, their sub-folders, and the files within. A folder ticket can be thought of as a direct online link to a folder. 
The person with whom you'd like to grant access to the file or folder will receive an e-mail with the online link. When the link is clicked, 
the user is taken to the Xythos interface and the folder's file and sub-folder listing displays just as you would see it in its regular folder 
listing screen.  Tickets can be created for one file or folder, or any combination of multiple files and multiple folders. 
 
When granting access to files and folders through tickets, you must define the type of access or permissions the user(s) should 
receive.   In addition to setting access/permissions for your ticket, you may also password protect the contents. When the user 
receives the ticket link via e-mail, they will be prompted for a password when attempting to access the link. If a user is granted Read 
and Write permission for a ticket, however they are not provided the password then they will not be able to access the contents of the 
ticket. 
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( Figure 5.0.9 ) 

 

Create a ticket  

1. On the Document Manager screen, Right-Click the selected file or folder, and then click the Manage -> Tickets 

option. 
- OR - 
On the Manage screen, select the Tickets link. 

2. Click the Create Ticket button. 

 

 

( Figure 5.1.0 ) 

 
3. A new window will appear with default ticket values. You may modify the following: 

a. Permissions 
b. Lifetime 
c. Name 
d. Password 

When you are satisfied with the values, click OK to create the ticket.  
4. The ticket is now listed in your Tickets screen.  You may copy and paste the URL of the ticket into your preferred 

email client, or simply place a checkmark in the box(es) corresponding to the ticket(s) and click the Email button. 

5. You may edit any of your tickets by returning to the ticket screen. 
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Default Ticket Values  

If choosing to accept the default values of a ticket, your ticket has the following default properties: 

 
Property Default Value Available Values 

Permissions Viewer (Read Only) 
Viewer (Read Only) or Contributor 
(Read, Write and Delete) 

Lifetime 30 days 1 minute to an unlimited time 

Name 

System-determined. 
The default name is 
"Ticket For <folder_name><file_name><appended_number>" 
where <folder_name> is the folder's name, <file_name> is the 
fileôs name, and <appended_number> is an appended number 
should there already be a ticket by this name 

Any name that has not already been 
used for another ticket 

Password none Passwords may be any length 

 

What happens when I e -mail this ticket?  

If you have created a ticket in the above manner and have clicked the Email button, an e-mail message is automatically created with 

the link. From here, you may send ANY user (Xythos or non-Xythos) this e-mail. Once the user receives the e-mail, he/she will be 
able to click on this link and see the folder listing or open the file, depending on whether the ticket was created for one or more files or 
one or more folders. 
 
The user will be able to perform functions according to the permissions granted on the ticket. 
 

What happens when I send a password -protected ticket?  

If you have created a ticket in the above manner, you may send ANY user (Xythos or non-Xythos) this e-mail. Once the user receives 
the e-mail, that user must enter the correct password before being granted access to the folder's listing or the file. 
 
If the user enters the correct password, the folder listing or file will be displayed. If the user enters the correct password and is logged 
in as a Xythos user, that user will remain logged in and their folder listing will automatically refresh with the ticketed folder listing, or 
the file will automatically launch. 
 
If the wrong password is entered, a message will display on the Xythos screen informing the user of the incorrect password. This 
screen will remain in the browser window until the user enters the correct password. There is no limit to the number of incorrect 
password attempts. 

E-mail an existing ticket  

1. Right-Click on the file or folder, and then select Manage -> Tickets. 
2. Within the Tickets screen, place a check mark in the associated box, and then click the Email button. 

3. You will have the option of either e-mailing the ticket link, or the password enabled ticket link (if you enabled a 
password) by clicking on the associated button. 

4. The web-based email solution, or your default e-mail client will open. 
5. The full path and file name of the ticket will be listed, along with an intellilink which does not require a Xythos 

account to access. 
6. Click the Send button in order to send the ticket. 

 
*Note: Once you have finished composing the automatically-generated e-mail message, you may e-mail the link to 
any non-Xythos or Xythos user. If you have sent the password-protected link, you must separately provide your e-
mail recipients the correct password.  
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Note that if you are viewing the tickets of a shared resource, some tickets may be owned by users other than you. If such a ticket is 
listed, you will not be able to edit or delete that ticket and therefore, those two options will not be available for the respective ticket.  
 

1. Right-Click on the file or folder, and then select Manage -> Tickets. 
2. Within the Tickets screen, place a check mark in the associated box, and then click the Edit button. 
3. Type in a new Password, confirm the password, and then click the OK button. 
4. Click the Exit button in order to exit the Ticket screen. 

View all of your existing Tickets  system wide  

1. Click on the Home link in the top left of the main menu. 
2. Within the Document Manager screen, click on the Reports & Tools tab. 
3. Click on the My Tickets tab. 

 


