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Revisions
Date revised Description
Oct. 12, 2021 v1.0 created.
Sep. 08, 2023 Updated for v5.8.
Dec. 18, 2023 Updated for v5.9.

Updated for v5.9.2
New features
*  Features provided for non-standard supported applications

- “Check out” and “Cancel check-out” for processing multiple
Worapsody files in a single application

“Update files” and “Check file update history”

* Al Document Helper (Wrapsody Web, Client)

¢ Al-powered search

May 17, 2024 *  Wrapsody Drive Web (Wrapsody Web, Client)

Modifications

¢ Terminology

- Changed: Office-type document - Standard supported

applications

- Changed: Non-Office file > Non-standard supported applications

- Deleted: Wrapsody Bridge
Ul improvement
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1. Getting Started

Wrapsody is a content-based file management solution. Wrapsody allows users to access the latest version of
a file on their devices (PC or mobile) at anytime from anywhere. Wrapsody helps users easily and quickly share
information, promoting effective collaboration within an organization.

1.1. Main Features

Synchronization and version control

With Wrapsody, users are able to know whether a Wrapsody file is the latest version when they are trying to
open to. If not, users can download the latest version themselves uploaded by other users from the server.
Users can access the latest version by opening and revising the file and uploading the file as a new version.

Secure access control

Only the users who have been granted either Revise or View permission can access a Wrapsody file. By doing
so, Wrapsody prevents reckless or undesired edits on the file. Also, all of the Wrapsody files are saved as
encrypted.

Auto backup and version management

When a user makes modifications on a Wrapsody file and checks in the file, the modified file is registered as
the latest version on the server. Through the process, all derivative versions of the file are safely backed up. Its
version history with comments is also automatically saved, providing a timeline of important events on the file.

Analytics on file usage

Wrapsody presents a branch map and a usage map of a Wrapsody file. The branch map shows the relations
among all the branch files derived from a Wrapsody file since its creation, and the usage map shows how much
the file has been used by a group or user. Wrapsody also offers insight into the file usage status through
analytics based on the statistics.

Communications via file

Users can comment on a Wrapsody file, and the comments will be communicated in real time. It means users
do not need to exchange emails, calls, and messages with other users.

Structural tagging

Administrators or heads of groups can define tags to be used within an organization and designate tags as
required or optional. Users can choose from either the required or optional tags that have been defined by the
administrator, or simply input their own custom tags.

Mobile accessibility

Users can view Wrapsody files to which they have access not only on their PCs but also on their mobile devices
with the Wrapsody mobile app at any time in any place.

1.2. Terminology

Wrapsody file: A file created through the Wrapsody Client. All derivative versions of the Wrapsody files and
the version history are stored on the Wrapsody Server.
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Standard supported applications: Applications supporting the use and management of Wrapsody files include
MS Office, Hancom Hangul, Notepad, and Acrobat Reader DC.

Non-standard supported applications: All applications other than those listed as standard supported
applications provide partial support for Wrapsody file use and management. (Additional configuration is
necessary for using non-standard supported applications; therefore, please reach out to your Fasoo sales
representative for further inquiries.)

Wrap: To convert a file into a Wrapsody file through encryption
Unwrap: To convert a Wrapsody file back into the state before it was wrapped
Export original: To export the original file by unwrapping a Wrapsody file

View: The process of opening and viewing Wrapsody files in Read-only mode. In standard supported
applications, users with View permissions can open files in Read-only mode. In non-standard supported
applications, users require Revise permissions to open and edit files.

View count: The number of times that a Wrapsody file has been opened regardless of its mode (Revise, View,
or Preview). Views are counted even when a user opens a file after receiving a View request, or while the file's
check-in remains pending.

Revise: The process of checking out, modifying, and checking in a Wrapsody file. Users have to open the file as
a check-out mode to make modifications, and the modified file will be registered as the latest version only
when you check in the file.

File owner: A user who is entitled to designate users to view or revise a Wrapsody file. The user who initially
created the file becomes the owner and the owner is subject to change. A user who is not the owner of a file
can request to take over the ownership, and the user becomes the owner when the administrator or the
owner approves the request.

Administrator: A user in charge of the overall Wrapsody management within an organization. Only the
administrator is allowed to handle the version delete request, designate the head of the group or other user as
an administrator. Also, the administrator can change the owner of multiple files at a time, set or define the
tags, or manage the Wrapsody system (license, notification, or client patch settings.)

Head of Group: A user in charge of a group within an organization. The head of a group can manage the
Wrapsody group files and view the related logs. The administrator can designate a user as the head of a group
at the Organization Setting menu.

Branch file: A Wrapsody file which has been derived from a Wrapsody file. The branch file has its own version
history.

Sharable link: A direct link to download a Wrapsody file. Users who have the link can download the Wrapsody
file simply by clicking the link and logging in to Wrapsody Web.

Usage map: A map that shows the file usage by group/user. It is also available to see the usage trend in the
form of a chart by group/user.

Branch Map: A map that visualizes all relations between a file and its derivative branch files, which are formed
since its creation.
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Timeline: A window that displays the history of file usage and management for each version chronologically. It
provides management and usage features, such as download, delete, for all versions of a Wrapsody file.

Wrapsody Server: A server that functions as a centralized repository for all Wrapsody files across various
versions, offering features such as file usage and efficient management. It supports the use of Wrapsody
across different platforms and devices.

Wrapsody Web: An intuitive web interface designed to enhance the utilization and administration of files
stored on the Wrapsody Server.

Wrapsody Client: A software program installed on the user’s PC for accessing and utilizing Wrapsody files.
Wrapsody Mobile: A mobile application designed for accessing and viewing Wrapsody files on mobile devices.

Wrapsody Drive: A file repository designed for seamless file storage and sharing files. Users can access
Wrapsody Drive through a web browser or their PC. It synchronizes in real time with the web interface
(Wrapsody Drive Web) and the user’s PC (Wrapsody Drive for Desktop), ensuring that all files accessed via the
web or PC are always up to date.

Wrapsody Drive Web: A web interface offering users a comprehensive view of all files stored in Wrapsody
Drive. Accessible through a web browser, it provides features for file usage and management, aligning with the
functionality of Wrapsody Web.

Wrapsody Drive for Desktop: A version of Wrapsody Drive accessible on users' PCs via the path This PC >
Wrapsody Drive (W:). Users can manage and utilize folders and files within the familiar structure of File
Explorer.

Wrapsody Drive file: A file stored in Wrapsody Drive, either as a Wrapsody file or a plain file with paths within
Wrapsody Drive. It resides in Company, Group, or Personal Drive, inheriting file usage permissions based on
the folder in which it is located.

File ID: Every file on the Wrapsody Server has a unique ID for syncing. Even if files share the same ID but are
stored in different locations, they stay updated together. This shared sync ID ensures they are always current,
regardless of where they are stored.

Offline mode: Wrapsody allows users to open files even when they are offline or disconnected from the
network. During this offline state, files can be accessed in either Read-only mode or Edit mode based on the
user's permissions. Once the user reconnects to the Internet or network, any revisions made offline are
seamlessly updated on the server.

1.3. Guide Set

Wrapsody Cloud Admin Guide: The guide for the system administrators of an organization that uses
Wrapsody. This document explains how the administrators can manage company documents and files,
requests, logs, tags, and the product license.

Wrapsody Cloud User Guide: The guide for users of an organization that uses Wrapsody. This document
explains how the users can install the Wrapsody Client on their PC and utilize Wrapsody files on both the
Wrapsody Client and Web.
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2. Installation

2.1. System Requirements

Classification Category Subcategory Recommended/Minimum Specifications

CPU: i5 or higher (64 bit)

H/W RAM: 4GB or higher (8GB recommended)

HDD: 200GB or higher

Microsoft Windows 8 (32bit, 64bit): .NET Framework 4.7.1

manual installation of .NET Framework 4.7.1 required

Client Windows Windows 10 1607 (RS1) or higher: .NET Framework 4.7.1
manual installation of .NET Framework 4.7.1 required

Windows 10 1709 (RS3) recommended (32/64bit): .NET

Framework 4.7.1 automatically installed

Sierra (10.12.6), High Sierra (10.13.4), Mojave (10.14.2),

Catalina (10.15), Big Sur (11)

CPU: Xeon 2.5 Ghz Quad Core or higher (64 bit)

H/W RAM: 16GB or higher (32GB recommended)

HDD: 100G or higher (Separate storage space required)

Windows 2012 or higher (64bit)

(ON

Mac

Server

0s
Linux JDK v1.7 or higher

Android 5.0 (Lollipop) or higher

Mobile (0N
i0S 11.x or higher

2.2. Standard Supported Applications

Applications Extensions

Microsoft Word 2013 (x86/x64), 2016 (x86/x64), 2019 (x86/x64), Office 365

Microsoft Excel 2013 (x86/x64), 2016 (x86/x64),2019 (x86/x64), Office 365 doc, docx, xls,
Microsoft PowerPoint 2013 (x86/x64), 2016 (x86/x64),2019 (x86/x64), Office 365 xlsx, ppt, pptx,
Microsoft Notepad for Win8 (x86/x64), Win10 (x86/x64), txt, hwp, pdf,
Adobe Acrobat Reader DC, Adobe Acrobat Pro DC, xlsm, docm, hwpx
Hancom Hangul 2010 SE plus, 2014, neo, 2018

Note: For non-standard supported applications, Wrapsody offers partial support for the use and management
of Wrapsody files. For instance, usability is constrained in these applications due to the absence of features
like the title bar menu.

2.3. Install on Windows

2.3.1. Recover Client
When an error has occurred while using the Wrapsody Client, you can restore the software using the
emergency recovery function.

1. Go to Windows Start > Control Panel > Programs and Features.
2. Click the Wrapsody Client (or Fasoo Wrapsody) to select Repair at the Organize bar or right-click it to
select Repair.
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Organize *  Uninstall | Repair

Name

Adobe Acrobat Reader - Korean
2 ApSIC Xbench 2.9

@y Fasoo DRM Client

ﬁFasoo Wrapsodv
@yFireside Cilent Uninstall
E!Glossary Conver Repair

@ Google Chrome

3. Proceed with the recovery as guided.

FASOO

Publisher

Adobe Systems Incorporated
ApSIC, S.L

Fasoo Co,, Ltd.

Fasoo Co,, Ltd.

Fasoo Co,, Ltd.

Gerhard Kordmann

Google LLC

Note: you can also store the Client by selecting Windows Start > All Programs > Fasoo.com > Wrapsody
Recovery, or reinstall Wrapsody Client using the installation package.

2.3.2. Uninstall Client

1. Go to Windows Start > Control Panel > Programs and Features.
2. Click the Wrapsody Client (or Fasoo Wrapsody) to select Uninstall at the Organize bar or right-click it to

select Uninstall.

Organize * | Uninstalll Repair

~

Name

Adobe Acrobat Reader - Korean
2 ApSIC Xbench 2.9

(@ Fasoo DRM Client

ﬁFasoo Wrapsodw
@yFireside Cilent Uninstall
E!Glossary Conver Repair

@ Google Chrome

3. Click OK when a confirmation dialog box pops up.

Publisher

Adobe Systems Incorporated
ApSIC, S.L

Fasoo Co,, Ltd.

Fasoo Co,, Ltd.

Fasoo Co, Ltd.

Gerhard Kordmann

Google LLC

4. Check if the Wrapsody Client is deleted from the program list.

3. Basic Operations

3.1. Login/out

If you log in to the Fasoo Enterprise DRM, you can use Wrapsody services.

3.1.1. Login

Follow the procedures below to log in.

1. Right-click the DRM Client ﬂ icon on the system tray and select Login.

2. Enter your user ID and password and click OK.

3.1.2. Logout

Follow the procedures below to log out.

1. Right-click the DRM Client ﬂ icon on the system tray and select Logout.

2. Click OK.
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3.2. Create Wrapsody File

3.2.1. Automatic Wrapping
When the Automatic Wrapping feature is set by the administrator, plain files will be automatically wrapped
into Wrapsody files without conducting manual wrapping.

3.2.2. Manual Wrapping
When the Automatic Wrapping feature is not set, you can convert plain files to Wrapsody files manually.
Follow the procedures below to create a Wrapsody file.

1. Right-click a file.
2. When you select Create Wrapsody File, a window appears as below.

Create Wrapsody Document

Wrapsody file test.xlsx
14.1KB

Permission Information
Users with Revise Permission

ne

Users with View Permission

Add users and assign permission.

Tags

Tag

=19 (Confidential) GSAF¢

on

m Cancel

3. Click * under the Users with Revise Permission or Users with View Permission heading to add users to
grant View or Revise permissions (See Set Users).

Click under Tags to add tags to the file. You can directly add a tag by clicking Enter a tag (See Set Tags).
(Optional) You can comment on the file by entering your opinion in the input box.

Finish the Wrapsody file creating process by clicking the Wrap button at the bottom right.

N oowv s

Verify whether the Wrapsody icon overlay is displayed on the file icon (e.g. @0).
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3.2.3. Multiple File Wrapping

Users can create Wrapsody files at a time.

1.
2.

Select multiple plain files or select a folder containing multiple plain files. Right-click the files or the folder.
When you select Create Multiple Wrapsody Document, a window appears as below.

Create Multiple Wrapsody Document

Wrapsody file test2.xlsx
1 more file(s)

Details

Users with Revise Permission Modify
%

Users with View Permission Modify

Add users and assign permission.

Tag Modify

£ 2t (Confidential) GSAIE

Options

Include all files in subfolders
Add the name of the folders containing the target files as new tags.

m Cancel

Click * under the Users with Revise Permission or Users with View Permission heading to add users to
grant View or Revise permissions (See Set Users).
Click under Tags to add tags to the file. You can directly add a tag by clicking Enter a tag (See Set Tags).
Under Options, select desired options by clicking checkboxes to the left.
Include all files in subfolders: The files contained in the subfolders of the selected folder will become
target files for wrapping. The newly wrapped files will inherit the user and the tag properties set
before. To change the properties of multiple Wrapsody files at once, see Manage Multiple Files.

Add the name of the folders containing the target files as new tags: The name of the folder to which
the target files belong will automatically be added as a new tag to the Wrapsody files.
Click the Next button.
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11.
12.

Create Multiple Wrapsody Document

Wrapsody file test2.xlsx
1 more file(s)

Target Files (Target extensions: ALL)

File path
i C:\Users\jiseok\Desktop\Project\Wrapsody\2l-: A\ E2 8 EIAE 2 k\Wrapsody file test2 xlsx

=
E3::| C:\Users\jiseok\Desktop\Project\Wrapsody\E]£: A\H 2 8 E|AE 2 Af\wrapsody file test1.xlsx

Options

Include all files in subfolders
Add the name of the folders containing the target files as new tags.

FASOO

Completed 0/ 2 in total

Status Details
Ready

Ready

e -

Note: Only the file extensions specified in the Target extensions can be wrapped simultaneously. When

the target extension is ALL, any files can be wrapped at a time regardless of extensions.

Check the File path, Status, and Details related to the wrapping process.

Check the options selected at the previous stage at the bottom. You can reselect them at this stage.

Start the wrapping process by clicking the Start button.

When the wrapping is complete, the status of the file is changed from Ready to Complete, and the Start

button to the Close button.
Click Close to close the window.

Verify whether the Wrapsody icon overlay is displayed on the file icon (e.g. @0).
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3.2.4. Set Users

If you click = under the Permission heading in the Create Wrapsody File window, you will see the Set Users
window. To set permissions for users or groups, check out the details in the Set Users section.

3.2.5. Set Tags

If you click under the Tag heading in the Create Wrapsody File window, you will see the Set Tags window.
Follow the procedures below to add tags to the file.

Set Tags

Fasoo_M|Z27HA_Wrapsody_Cloud_ENT.pdf
4.6 MB  C:\Users\FASOO\Deskto

Set Tags
Enter a tag, Nrapsod 1 cloudservice

4 test (Optional)

m Cancel

Search for a registered tag.
Select registered tags, which may differ depending on company settings.
In Wrapsody Cloud, “Wrapsody” is set as the default tag.

To add tags, click Enter a tag, type in a tag, and press the Enter key. The entered tags will be added.
Click Apply to complete the tag settings.
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3.3. View Wrapsody Files

To view a Wrapsody file, you need either View or higher-level permissions. If you do not have any, request
permission first (see Request). If the file owner or the administrator approves the request, you will be granted
the permission you asked for.

Note: For applications that are not standardly supported, accessing Wrapsody files requires at least Revise
permissions. If you intend to use non-standard supported applications, please contact your Wrapsody
administrator, as additional configuration may be required.

1. Double-click a Wrapsody file. Or right-click the file and select Open Wrapsody Document from the context
menu to open its latest version. If you want to open the version of a local file saved on the PC, not the
latest version of the file, right-click the file name and select the Open Wrapsody Local File.

Note: When a dialog box asking in which mode you want to open the file appears according to the company
policy set by the administrator, click Open. If you want to open the version of a local file saved on the PC, not
the latest version of the file, click View local document right above the file name.

[ Wrapsody

A Latestv7 Localv3
== Word Boilerplate - 2020 GSAt2 & (A4) r3.docx

Available to check out

oo

When a user has only View permission, the dialog box might not appear and the file will be automatically
opened in View mode.

2. If users have either View or Revise permission, the file will be opened in View mode by default. When a
user has only View permission (or according to the company policy set by the administrator), the file will
be automatically opened in Read-only mode and cannot be changed to Revise mode with the following

message:

3.  You will see the badge menu as below on the top right corner of the application window and can check
that you are in View mode, or Read-only mode.

@ @ view -
View {
56/56

Manage Document

Request
Send View Alert
Comment

Document Chat

The current state: View mode (read-only)

View/Revise toggle: You can switch the mode between View and Revise. Slide the toggle button right
to switch to Revise mode.

Ver.: Current version/total version number is displayed.
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Manage Document: You can open the Manage Wrapsody File window.
Update Document: You can download and open the latest version from the server. The option is
enabled when the file is updated on the server. On the other hand, it will be disabled when the latest

version has been checked out or when offline.
Request: You can request Revise Permission, Transfer File Ownership, End Editing for the file. (See

Request)

Send View Alert: You can send a request to other users (users with Revise permission) to view the file.
Comment: You can leave a comment on the file. All comments on a file can be seen on the Timeline
window with See version details activated. (See Timeline features > See version details)

Document Chat: You can chat with users who have View/Revise permission on the Wrapsody file.
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3.4. Revise Wrapsody Files

To revise a Wrapsody file and create a new version, you have to open a Wrapsody file in Revise mode, not in
View mode. Only those with Revise permissions can open Wrapsody files in Revise mode.

Note: Wrapsody supports file revisions in non-standard supported applications as well. If you intend to use
non-standard supported applications, please contact the Wrapsody administrator, as additional configuration
may be required.

3.4.1. Check out

Revising a Wrapsody file requires owning Revise permission for the file. If you do not have Revise permission,
you can receive it by making a request (see Request) to the file owner or the administrator. Once the request
is approved, check out by following the procedures below:

1. Double-click a Wrapsody file to check out. Or right-click the file and select Open Wrapsody Document
from the context menu to open its latest version. If you want to open the version of a local file saved on
the PC, not the latest version of the file, right-click the file name and select the Open Wrapsody Local File.

Note: When a dialog box asking whether to open the file in View or Revise mode appears according to the
company policy set by the administrator, click Check out.

Wrapsody

vl
branch test.txt
Available to check out

2 owaoe

If users have Revise permission but the file is in Revise mode by other users, Check out is disabled and you can
only view the file. If the file is being checked out by other users, you can send an End Editing request to the
user who is revising the file or to the file owner so that the user can check in or the owner can force the end of
editing.

(] Wrapsody

k Latest v7 Local v3
Word Boilerplate - 2020 GSAIYE (A4) r3.docx

Available to check out

2 omon

2. Even for users with Revise permissions, the file is opened in View mode by default with the message pop
up as below:

3. The mode will be automatically changed to Revise mode once you start editing the file. You will see the

badge menu as below on the top right corner of the application window and can check that you are in
Revise mode, or the Edit mode.
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.'. Revise
Revise 0
6 f
Manage Document
Request
Send View Alert
Comment

= (~J Document Chat

I ») Save Current File to Serve

The current state: Revise mode (editable)

View/Revise toggle: You can switch the mode between View and Revise. Slide the toggle button left to
switch to View mode.

Ver.: Current version/total version number is displayed.

Manage Document: You can open the Manage Wrapsody File window.

Request: You can request Transfer File Ownership, End Editing for the file (See Request).

Send View Alert: You can send a request to other users (users with View/Revise permission) to view
the file.

Comment: You can leave a comment on the file. All comments on a file can be seen on the Timeline
window with See version details activated (See Timeline features > See version details).

Document Chat: You can chat with users who have View/Revise permission on the Wrapsody file.

Save Current File to Server: You can update the file by saving the changes to the server without check-
in process and continue to work on the new version of the file.
Start editing.
To upload the modified file as the latest version to the server, you have to check in the file (See Check in).
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3.4.2. Check out (Process multiple Wrapsody files in a single application)
When multiple files are opened in a non-standard supported application, and the prompt to select
View/Revise mode for each file does not appear, follow these steps to initiate the checkout process.

Open multiple Wrapsody files in one application.

An alert message will appear at the bottom right indicating the number of files available for updating and
revision.

-

& J

Click on the message prompt. Alternatively, right-click the Wrapsody icon@ in the system tray and select
View File Updates.

Click on the Revision tab.

Click the Check Out button for the file you wish to revise. To check out for multiple files at once, click the
checkboxes next to the files, then click the Check Out button at the top.

Note: Once the file is checked out, the prompt in the Available actions item will change to Cancel Check-out.
For the check-in, a check-in selection dialog will appear for each file, similar to the process in standard
supported applications, when you modify, save the file and close it.

3.4.3. Checkin

Check-in is required to register the Wrapsody file on the server as the latest version after editing.

3.
4.

Save the edits and close the file.

A dialog box appears asking whether to check-in (Check In), hold check-in (Not Now), cancel check-in
(Cancel). According to the company policy set by the administrator, the following dialog box might not
appear. In that case, the file will be checked in automatically without the following steps.

Revision

b2

=ii  Wrapsody file test.xlsx ¢

E 2t (Confidentia GSAFEE

fite]

Overwrite the server file name with the above file name.

Send request to view to
= . .
(®) None Viewers Revisers

Select target

Check in automatically when closing it on the current PC

(You can change the option later in the Settings menu.)

¢? Check In Not Now Cancel

(Optional) Click the ¢ icon to the right of the file name to rename the file.

If you want other users to view the newly revised version, send a View request by selecting Viewers or
Revisers under the Send request to view to heading. To specify the target users, click the combo box to
the left of Select target and select users from the list.
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(Optional) Enter a comment in the comment text area if necessary.

If you select the Check in automatically when closing it on the current PC option, check-in is completed
automatically with no dialog box popping up when you close the window after editing. If you want to
change the option later, please see Wrapsody File Manager > Settings.

Click the Check In button to save the modified as the latest version on the server.

3.4.4. Cancel check-out
You can cancel check-out to maintain the previous version as the latest version and discard the changes of the

checked-out file.

1.
2.

3.
4.

Save the edits and close the file.

A dialog box appears asking whether to check-in (Check In), hold check-in (Not Now), cancel check-in
(Cancel). According to the company policy set by the administrator, the following dialog box might not
appear. In that case, the file will be checked in automatically without the following steps.

Click the Cancel button.

The check-out is canceled when you click OK on the following dialog box.

3.4.5. Cancel check-out (Process multiple Wrapsody files in a single application)
When multiple files are opened in a non-standard supported application, you can cancel the revision of a file

that has been checked out using the following method.

1.

Open multiple Wrapsody files in one application.
An alert message will appear at the bottom right indicating the number of files available for updating and
revision.

) ]

Click on the message prompt. Alternatively, right-click the Wrapsody icon in the system tray and select
View File Updates.

Click on the Revision tab.

Click the Check Out button for the file you wish to cancel the check-out for.

3.4.6. Hold check-in

You can hold check-in if you want to update the version to the server at a later time. Follow the procedures

below to hold check-in. This feature is not provided for manual check-in.

1.

Save the edits and close the file.

A dialog box appears asking whether to check-in (Check In), hold check-in (Not Now), cancel check-in
(Cancel).

Click the Not Now button.

Close the file. The modifications will be saved only on your PC and not be updated to the server.

Note: If other users check in the file for which you have held check-in, your version on hold will be opened
only in View mode and any modifications made will be saved on your PC only.

Follow the procedures below to check in the file on hold.

Option 1. Manage Wrapsody File window

1.
2.
3.

Right-click a file on hold and select Manage Wrapsody File.
Click Check In on the top right of the window.
Enter a comment if necessary on the dialog box and click OK.
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Option 2. Wrapsody File Manager

1. Go to Wrapsody File Manager > My PC~ . Select a file to check in (See Wrapsody File Manager > My PC).

2. Click the icon to the rightmost side of a file to check in and select Check In.
3. Enter a comment if necessary on the dialog box and click OK.

3.4.7. Manual check-out

Users with Revise permission for file types that support manual check-out can edit the file and update it as the
latest version to the server either on a web browser or a client side through manual check-out features.
However, the supported extensions (e.g., .dwg, .dxf, .nwd, .nwf, .nwc) may vary depending on the company, so
please contact your administrator for more details.

Note: You may check out a file without clicking Check Out on the Manage Wrapsody File window. Just open a
file, edit and then check out manually. However, using the manual check-out feature prevents other users
from checking out the same file at the same time.

Option 1. Wrapsody Client

1. Right-click a file to check out manually and select Manage Wrapsody File.

2. Click the Check Out button at the top of the Manage Wrapsody File window. The button is not enabled
when the file does not support manual check-out or the user does not have permission.

Wrapsody Details

Manual check out.dwg
Ver.1(1) 6.0KB 2023-08-30 13:07 =M (chuhs)
C\Users\test\Desktop

3. Open and edit the file.

Option 2. Wrapsody Web
1. Onthe Document tab, place the mouse pointer over a file to check out manually.

2. Click the More icon under the Owner heading.

3. Click Manual Check-in from the context menu. The button is not enabled when the file does not support
manual check-out or the user does not have permission.

4. Thefile is downloaded to the user’s PC.

5. Open and edit the file.
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3.4.8. Manual check-in

Manual check-in is required to register the manually checked-out Wrapsody file to the server as the latest
version after editing.

Note: You may check out a file without clicking Check Out on the Manage Wrapsody File window. Just open a
file, edit and then check out manually. However, using the manual check-out feature prevents other users
from checking out the same file at the same time.

Option 1. Wrapsody Client

1. Save the edits and close the file.

2. Right-click a file and select Manage Wrapsody File.

3. Click the Check In button at the top of the Manage Wrapsody File window to save the edits to the server
as the latest version.

Wrapsody Details

a Manual check out.dwg
Ver.1(1) 60KB 2023-08-3013.07 #%H (chuhs)

C\Users\test\Desktop

Cancel Check-out

Option 2. Wrapsody Web

Save the edits and close the file.

On the Document tab, place the mouse pointer over a file to check in manually.
Click the More icon under the Owner heading.

Select Manual check-in.

uie w N e

Drag the edited file to the box below, or click choose a file to upload the file.

Manual Check-in

Drag a file here or choose a file

Synchronization is not ported for some formats including CAD file:

Enter a comment if required and click Check In.
7. The changes are saved to the server as the latest version.
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3.4.9. Manual check-in for multiple files
Multiple files that had been manually checked out can be checked in at the same time.

Note: You may check out files without clicking Check Out on the Manage Wrapsody File window. Just open
files, edit each of them and then check them in manually at once. However, using the manual check-out
feature prevents other users from checking out the same file at the same time.

1. Select and right-click several files edited and checked-out manually.

2. Select Check-in Multiple Wrapsody Document.

3. Check the list of target files on the Check-in Multiple Wrapsody Document window and uncheck for files
not to check in.

Check-in Multiple Wrapsody Document

(< I < I < ]

|
=l |

Click Start at the bottom.
5. Check the status of the files and click Completed at the bottom.

Check-in Multiple Wrapsody Document t

Checked in multiphe documents (2 out of 2) Completed

6. Files with its status ‘Completed’ are saved to the server as the latest version.

3.4.10. Cancel manual check-out
You may cancel check-out to maintain the previous version as the latest version on the server and discard the
changes of the checked-out file.
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Save the edits and close the file.

Right-click the edited file and select Manage Wrapsody File.

Click the Cancel Check-out button at the top of the Manage Wrapsody File window.

When the Cancel Check-out dialog box shows up, click Yes.

The check-out is canceled and the previous version is saved as the latest version on the server. However,
the modified file is not deleted but saved on the user's PC and managed a separate Wrapsody file.

Wrapsody Details

Manual check out.dwg
Ver.1(1) 60KB 2023-08-30 13:07 32} (chuhs)

C\Users\test\Desktop

Jﬁ Check In Cancel Check-out
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3.5. Update files

This process involves fetching and storing the latest version from the Wrapsody server when the version of a
document stored locally is not the most up-to-date.

Note: Even applications not standardly supported can support updating Wrapsody files. If you intend to use
non-standard supported applications, please contact the Wrapsody administrator, as additional configuration
may be required.

3.5.1. Update files

Case 1. Standard supported applications
1. Open a Wrapsody file in View mode.
2. Click the More button at the top right in View mode.
lﬁ@ View
3. If the currently open file is not the latest version, Update Document is activated.
4. Click on Update Document.
5. The latest version of the document will open.

Case 2. Non-standard supported applications

If you open an older version of a file or if another user checks out a file after you've opened it, you can update
to the latest version by reserving the update upon application closure or when closing the file. If multiple
applications are open, the update alert at the bottom right displays the number of files requiring update
among all files open in all applications.

If you make edits to the currently open version and save it while a newer version exists, the file will update
upon closing, and simultaneously, the changes made in the currently open version will be saved as its branch
file.

Launch Wrapsody files in an application.

2. Ifthe latest versions of the files exists, an alert message will appear at the bottom right.
= N

A 4

3. Click on the message prompt. Alternatively, right-click the Wrapsody iconm in the system tray and select
View File Updates.

4. Click the Book button for the file you want to update. To update multiple files at once, click the
checkboxes next to the files, then click the Book button at the top.

Wrapsody

File name Current/Latest Last revised EXE file Update Notes

Close

5. The update for the files is reserved and will be updated upon application closure.
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Note: Once the update is booked, the prompt in the Update item will change to Cancel. Click the Cancel to
cancel the update reservation.

3.5.2. Check file update history

When you schedule a file update in non-standard supported applications, the update will proceed upon closing
the application or closing the file. You can verify the completion of the update and check the Details "*' and

Folder path - of the updated files.

1. Click on the Wrapsody iconm in the system tray
2. Goto the Update History tab.

Note: The update history will be reset when your PC or the Wrapsody application is restarted.

3.6. Manage Wrapsody Files

Note: You must have either View or the Revise permission for a file to access the Manage Wrapsody File
window. If you have no permission, a Request window will pop up instead of a Manage Wrapsody File
window. Request permission first through the Request window, and open the Manage Wrapsody File window
once permission is granted (See Request).

3.6.1. Manage Wrapsody File window

To open the Manage Wrapsody File window with Details and Timeline tabs, right-click a Wrapsody file and
select Manage Wrapsody File. Manage the file on the desired tab based on the information and features
needed. Note that displayed information and features depend on user permissions. For handling multiple
Wrapsody files, see Manage Multiple Files.
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Details

Wrapsody Details

\Desktop
e\ X|H (iseok)\Wrapsody

General

Owner Date revised Madifier

@ X% (jiseok) 11/17/2023 16:29 @ KX (jiseok)

Permission

@ Set Users

Revise Permission View Permission

m er hn 0
s -

Tag

@ Tag Setting

‘ E 2t (Confidential)

GSAMRIE

Get revision notifications Q Get comment notifications Close

Basic info: Displays essentials details such as the file’s name, version, size, and its location on the user’s PC.
Clicking the path opens the folder containing the file in a new window.
Note: For a Wrapsody Drive file, if you have permission for the correspondent folder in Wrapsody Drive, the
path in Wrapsody Drive for Desktop will be displayed as well. Clicking the path opens the folder in a new

window.

Icon menu: Displays features for both using and managing the Wrapsody file.

Icon Menu Description

Store files you frequently use or plan to access soon. You can access
Starred the files easily and quickly on the Starred tab on Wrapsody Web
whenever you need them later.

Download the latest version from the server if the file is not the

Update . )
P latest version. You can update only your owned files.
Download Download the Wrapsody file to your PC.
Preview View the file in a Preview window without downloading it to the PC.
Create Link Create a link to share the file with other users.
Unwrap a Wrapsody file to export its original file separately. The
Export Original Details window on Wrapsody Web, however, does not support this

feature.
Create a Wrapsody file which has been derived from the original
Wrapsody file. The branch file has its own permissions and version

Create Branch
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history. The Details window on Wrapsody Web, however, does not
support this feature.

Chat with users who have View/Revise permissions for the
Document Chat Wrapsody file. The feature is exclusively supported in cases where
Fireside is installed.

Send an alert encouraging or urging other users (those with
Revise/View permission or selected users) to view the file.

Send View Alert

General: Displays the file info of Owner, Date revised, and Modifier.

e Ifthe selected file is not owned by you, the W Request Hle Cunestie 190 s on s enabled. Click the button
to initiate a request for file ownership transfer from the current owner to yourself.

e Ifthefile is checked out, Checked out by is displayed instead of Modifier.

Checked out by

o HX|E (jiseak)

Permission: Displays a list of users with each Revise/View permission.

View Permission

200080 0008

220809

> .

a0 -0

Request Revise Permission . . . . P .
. © keq " is exclusively enabled for users with View permissions but not Revise

permissions. Click the button to request Revise permission.

o (Dsetusers i exclusively enabled for the file owner. Click the button to grant Revise or View
permissions to users. For information on setting permissions for users or groups, refer to the details in
the Set Users section.

° Tag: Displays the tag info of the file. The required tags are in deep green with a green border.
Optional tags are in black with a grey fill. Tags freely added by the owner are in black with a white fill.
If you have Revise permission, you can both add and remove optional tags or any tag you desire (See
Set Tags).

e To add tags, click @ g Seting |y der Tag. You can add optional tags or create a new one by typing it
into the Enter a tag text area.

e Toremove tags, simply click the X button next to the tag. You can delete either optional tags or tags

added by the owner.
Receive revision notifications: Select the checkbox to receive a notification when the newest

version of a file is checked in.
Receive comment notifications: Select the checkbox to receive a comment notification when

another user comments on the file.

Set Users
(F) Set Users - . ) . . . .
In a Details window, (@) setUsers ;o exclusively enabled for the file owner. Click it to grant Revise or View

permissions to users.
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Set Users

}, KOR-KOR-STYLEGUIDE.PDF
920.4 KB ive 1 El

Set Users

D

MG (jiseok)

Enter a user

Jang, Henrick (hsjang) View O

2 ¢

e
v

Sim, Teddy (teddy0531)  view ()

D

M| (jiseok)

) GsAriEl

4 ) Gszg
Communication &}

p ) GsAreiel

’,‘ Cha, SungHa (scha)

0 .
Jang, Henrick (hsjang)
@ e

Allow all users to view

Q Send email notifications for permission granting m Cancel

Basic info: Displays the file’s name and size. For Wrapsody Drive files, the path in Wrapsody Drive for
Desktop will also be displayed.

Select users: Under the Select from group tab, select a group or user, or type the user name/ID or group
name in the search text area. Alternatively, you can select a favorite user or group under the Favorites tab.

Pick users to grant permissions, then click
[ )

to add them to the list on the right.
Select from group: Select the desired group or user from the organization chart.

e  Favorites: Select a favorite user group that you have previously defined.

User list: Displays a list of users with existing and newly added permissions. Click the toggle button next to
a user or group to grant Revise or View permissions. For Wrapsody Drive files, it provides details on folder

permissions, including the folder manager and users/groups with Read or Write permissions.
Options: Select if needed.

e Allow all users to view: Grant View permissions to all users. If you add a user with this option selected,
Revise permission is automatically granted to the user.

Send email notifications for permission granting: Send email and notifications to newly added users
when permissions are granted.

Apply/Cancel: Click Apply to confirm the user settings. If you click Cancel, any newly configured
permissions will not be applied, and the Set Users window will close.
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Wrapsody Timeline

421

420

Wrapsody Resource_2023.xlsx
* Ratio of read 7%  * Target Versions 244  3.95MB

A - A O

Wrapsody Resource_2023.xlsx
3.95MB 08/09/202316:00 4XI¥ (jiseok)

O1 7

Wrapsody Resource_2023.xlsx
3.95MB 08/08/202316:07 AXIY (jiseok)

©1 £3

Wrapsody Resource_2023.xlsx
3.95MB 08/08/202316:04 I3 (jh.min)

Wrapsody Resource_2023.xlsx
395MB 07/21/202313:46 4XIY (jiseok)

O1 &1 @1 s

Wrapsody Resource_2023.xlsx
395MB 07/21/202313:44 AX|Y (jiseok)

FASOO

Show Filter ~

See version details C)
]

Close

Basic management info: Displays the latest version’s file name, view rate, number of GCC target versions,

file size, date of the version created.

e  View rate: The number of users who viewed the file out of users with View permissions for the file.

e  GCC target version: Files that are categorized as GCC (Garbage Content) recommended to be managed.

° File size: The file size of the latest version.

° Date of the version created: The date when the latest version is created as the file is checked-in.

Icon menu: Use and manage each version of the file, and explore the Usage Map and Branch Map for each

version. See the table below to learn more information on icons. To learn more about features, see Timeline

Features.
Icon Menu Description
Download Download the Wrapsody file to your PC.
Preview View the file in a Preview window without downloading it to the PC.

A map that shows the file usage by group/user. It is also available to see

- Usage map P . ge by group/
the usage trend in the form of a chart by group/user.
A map that visualizes all relations between a file and its derivative branch

Branch Map . . . . .

files, which are formed since its creation.

& Create Link Create a link to share the file with other users.
Chat with users who have View/Revise permissions for the Wrapsody file.

Document Chat . . . S

The feature is exclusively supported in cases where Fireside is installed.

Usage history by version: Provides basic info including file name, file size and modifier, and displays usage
history through icons. Download, Preview, Comment, Delete Versions and Copy to the Latest Version are
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available. See the table below to learn more information on icons. To learn more about features, see Timeline

Features.
Icon Menu Description
Download Download the Wrapsody file to your PC.
Preview View the file in a Preview window without downloading it to the PC.
] Comment Leave a comment on the latest version.
& Copy to the The file owner can register one of the previous versions as the latest
Latest Version version.
]i[ Delete Versions The file c'>wner or.the user who created a specific version is able to delete
the previous version of the file.

Version Management: View and manage previous versions as well as the latest version of a file and
designate a previous version as the new latest version.

Apply and Reset Filters: Clicking Show Filter will reveal filter icons below, each representing the past use
and management of the file, along with the number of times each action happened.

Wrapsody Resource_2023.xlsx
«Ratioofread 7%  Target Versions 244 3.95MB  08/09/2023 16:00

&y oS @O Initialize Filter D Hide Filter ~
76 35 10 20 1 3 2 49 1 0 1666 14
Icon Item Description
Comment Users with View or Revise permissions leave a comment
Permission View or Revise permissions are granted or withdrawn
Requests for View or Revise permissions, Export original, file ownership
Request transfers and End editing are approved or rejected. Request for

exporting the original is exclusive to an SE environment.
Users with View or Revise permissions request other users to view the

Send View Alert

file
Tag Tags are added or deleted
Name Change The file is renamed
Export Original The original of the file is exported
Create Link A sharable link to share a file is created
Latest Version One of previous versions is designated as the new latest version
Delete A version is deleted
View Users with View or Revise permissions view the file
Create Branch A branch file is created

See version details: Slide the See version details switch to the right to see the usage and management
history of the file, along with basic info including when and who performed each action.

3.6.2. Export Original
Unwrap a Wrapsody file and export it as a plain file. Here are the ways to export the original.

Note: You cannot export the original of a Wrapsody file which has been checked out. To unwrap a Wrapsody
file, check in the file or cancel the check out. If the file has been checked out by other users, request End
Editing first (See Request for Permission or Actions > (4 End Editing).

Option 1. Manage Wrapsody File window

1. Right-click a Wrapsody File, and select Manage Wrapsody File > Export Original icon.

2. From the Save As dialog box, choose a location and specify a file name, and click the Save button.
3. The unwrapped original file is generated with the specified name at the designated location.

4. Check if the wrapping overlay icon at the right bottom of the icon is removed.
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Option 2. Wrapsody File Manager
1. Double-click the Wrapsodym icon from the system tray to open Wrapsody File Manager.

Go to the My PC~ tab (See Wrapsody File Manager > My PC).

Right-click the More icon located to the far right of a desired file in the list and select Export original.
From the Save As dialog box, choose a location and specify a file name, and click the Save button.
The unwrapped original file is generated with the specified name at the designated location.

AN

Check if the wrapping overlay icon at the right bottom of the icon is removed.

3.6.3. Timeline features

In Timeline, you can check the history of each version of the file. You can also download or delete any
versions, preview them and set them as the latest version. By exploring the branch map and usage map, you
can gain a comprehensive overview of the current file usage.

Wrapsody Timeline
Wrapsody Resource_2023.xlsx
@ * Ratio of read 7%  * Target Versions 244 3.95MB  08/09/2023 16:00
\i, -E '~$ (;’) D Initialize Filter ¥ Hide Filter ~
76 35 10 20 1 3 2 49 1 0 1666 14
-] ]ﬁ[ See version details C)
Wrapsody Resource 2023.xlsx
422 395MB  08/09/202316:00 x| (jiseok)
®1 #7
Wrapsody Resource_2023.xlsx
e - | & B C @
o\ 421» )| 395MB 08/08/202316:07 X% (jiseok)
O1 3

Wrapsody Resource_2023.xlsx
420 395MB  08/08/202316:04 £152] (jh.min)

Wrapsody Resource_2023.xlsx
419 3.95MB  07/21/202313:46 X% (jiseok)

O1 @1 C1 5

Close

Download a file
1. Right-click a Wrapsody File, and select Manage Wrapsody File > the Timeline tab.

Click the Download “— icon at the top.
3. From the Save As dialog box, choose a location and specify a file name, and click the Save button.
4. The latest version of the file is generated with the specified name at the designated location.

Preview a file
1. Right-click a Wrapsody File, and select Manage Wrapsody File > the Timeline tab.
2. Click the Preview = icon at the top.

3. The preview of the latest version will open in a web browser.

Create a sharable link
1. Right-click a Wrapsody File, and select Manage Wrapsody File > the Timeline tab.

2. Click the Create Link icon at the top.
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3. Alink that can be shared with other users to provide access to the file is copied to the clipboard.

Document Chat
1. Right-click a Wrapsody File, and select Manage Wrapsody File > the Timeline tab.

2. Click the Document Chat:~ icon at the top.
3. The Document Chat Room, or the Wrapsody Room, will open.

Branch Map
1. Right-click a Wrapsody File, and select Manage Wrapsody File > the Timeline tab.

2. Click the Branch Map v icon at the top.
3. The window below offers a holistic view of the current usage of branch files of the Wrapsody file.

Wrapsody Timeline
otz 2t0H{Fanorama) 266 pptx
o « Ratlo of rea 12 ME 11
s @B H ¢ & 0
(%) zoomin&out
File name : I} 2}0l{Fanorama) 1412 pptx
Viewed : 324
(©) om0z ote Revised : 1
Owner : Jang, Henrick{hsjang)/GSAIRIH/:
Date created : 03/10/2021 09:07
°ln 2101 {Fanorama) 4 ppte
On-vnm ------ ) 42152 pptx
D“”" - o“wmmm, ——— Bx2i0lFanorama) 2022 Template.pptx o-zmwmm.m.mm potx
Onmrm ...... ) H2152 pptx o-m
o-xn
onkmkunnuml R ot oltxdmi-mumn R pptn
°lm
Selected version: all v Revised : @ 1-5 @ 6~10 11 or more Currently selected file

Click the circle to the left of each branch file name to display usage information at the top right of the map. For
the description of each item, see the table below.

Item Description

File name The name of the latest version of the clicked file

The number of times the clicked file has been viewed

Note: The View count include instances when a Wrapsody file has been
Viewed opened regardless of its mode (Revise, View, or Preview). It is all counted
in the view count if a user opens a file upon a View request or on hold
(before checking in the file).

Revised The number of times the clicked file has been checked in
File owner The Name (ID)/Group/Title of the user who originally created the clicked
file on the map.
Date created The time and date when the clicked file on the map was initially created.

To view the usage map for all versions, click the downward arrow to select
Selected version | all. Click individual versions to see the usage map specific to that version
of the file.

Usage map
1. Right-click a Wrapsody File, and select Manage Wrapsody File > the Timeline tab.

2. Click the Usage Map *E icon at the top.
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3. The window below offers a holistic view of the current usage of branch files of the Wrapsody file.

Wrapsody Timeline

@ Wrapsody Resource_2023.xlsx

=) o

() zoomin&out

Target to >
compare(0/5)

Select organization, group, or user boxes to display usage information at the top right of the map. For the

Group: GSAIIE
User:13
Viewer : 2
Total usage : 203

Chart

R

80

cszx [T

Selected

@ Do not show unread documents
version

all v &, Export Usage

Close

description of each item, see the table below.

Item Description

Group (or User)

Selecting an organization or group box reveals only the Group name
whereas selecting a user box reveals both the User and Group names.

User The number of users with View or Revise permissions
Viewer The number of users who viewed the file
Total usage The total view counts that each organization, group, or user viewed the file
Title When a User box is selected, the user’s title is displayed.
Viewed When a User box is selected, the number of times that the user has viewed

the file is shown.

Selected version

To view the usage map for all versions, click the downward arrow to select
all. Click individual versions to see the usage map specific to that version of
the file.

Export Usage

Export the data of the usage map you are viewing as a file. To save the data
as an Excel (.csv) file on your PC, click Export Usage.

Usage Chart

The graph displays the daily view counts for the chosen organization, group,
or user.

Comparison Chart

Click Comparison Chart in an info box to add the organization, group, or user
to the Target to compare. Adding two or more targets displays the Create
Comparison Chart button at the bottom. If you click the button, a usage
comparison chart will be created and appear on a new window.

Target to compare

Displays the number of target organizations, groups, or users that can be
compared in the form of ‘number of added targets/maximum number of
targets to compare’.

Do not show
unread documents

If the box is checked, groups or users that have not viewed the file will not
be displayed on the map.

Download a version

1. Right-click a Wrapsody File, and select Manage Wrapsody File > the Timeline tab.
2. Hover over the version to download.

3. Click the Download

icon on the right.
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From the Save As dialog box, choose a location and specify a file name, and click the Save button.

The version of the file is generated with the specified name at the designated location.

Preview a version

1.

2
3.
4

Right-click a Wrapsody File, and select Manage Wrapsody File > the Timeline tab.

Hover over the version to preview.

Click the Preview "= icon on the right.
The preview of the version will open in a web browser.

Delete versions

The file owner or the user who created a specific version is able to delete the version of the file.

3.
4.

Right-click a Wrapsody File, and select Manage Wrapsody File > the Timeline tab.

If the checkbox to the left of a version is checked, the Delete Versionﬁ icon will appear at the top. Or

hovering over a version to delete reveals the same icon on the right.

If you click the Delete Versionlﬁ icon, the Delete versions dialog box will pop up.

Click Delete to delete the version.

Copy to the latest version
Only the file owner can access this feature.

1
2
3.
4

Right-click a Wrapsody File, and select Manage Wrapsody File > the Timeline tab.

Hover over a version to set as the latest version, excluding the current latest version.

If you click the Copy to the Latest Version(3| icon, the Copy to Latest dialog box will pop up.

Click OK to set the version as the new latest version.
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See version details
1. Slide the See version details switch to the right under Show filter.

See version details ()

( 3 | Fasoo Internal Policy - Business Continuity.docx
" | 66.31KB

View 12/23/202210:49 Jason Sohn (jason)

Create branch  11/30/2022 09:06 0|4 & (leesy)
« Create branch: Fasoo Internal Policy - Business Continuity_.docx

View 11/30/202203:06 0]4& (leesy)

Change permission  11/30/2022 08:58 Jason Sohn (jason)
* Revise permission granted: 6378

Change permission  11/30/2022 08:58 Jason Sohn (jason)
* Revise permission granted: 014 &

Change permission  11/30/2022 08:58 Jason Sohn (jason)
* Revise permission granted: #{ &g

View 11/30/202208:26 0|42 (leesy)
View 11/29/2022 17:34 %% (bdhfasoo20)
View 11/29/2022 16:32 %% (bdhfasoo20)

View 11/29/2022 16:30 0|d-g (leesy)

2. The types of file usage and management actions for each version, including View, Create version, Change
permission, Comment and Create Link, will be displayed, along with when and who performed each
action.

3.6.4. Create a branch file
1. Right-click a Wrapsody File, and select Manage Wrapsody File > the Details tab.

Click the Create Branch = icon at the top.
From the Save As dialog box, choose a location and specify a file name, and click the Save button.

w N

4. When the dialog box pops up, click Yes to apply the same settings for users and tags as the original file or
click No to create without any user or tag settings.

(] Wrapsody

Do you want to apply same user(s) and tag(s) from the
original Wrapsody document?

B Mo

5. After the pop-up message indicating the successful creation of a branch file appears, click the OK button.
6. The branch file will be created at a specified location.
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If you have no permission for the file, you can obtain them by submitting a request.

1. Right-click a Wrapsody File, and select Manage Wrapsody File. The Request window will appear as

below.

Request

Fasoo_B|:AtZ_FSN,FSEFXM,FDR_.pdf
803.2KB

Select an item you want to request from the document owner (£ 2 &),

View Permission Revise Permission Transfer File Ownership

Enter a reason for the request.

Select the request type according to your specific needs.

End Editing

n Cancel

View permission: When you need View permission (can read) for the file.
Revise permission: When you need Revise permission (can edit) for the file
Note: You also have the option to request View/Revise permission through the web browser (See

Additional menu > Request).

Transfer File Ownership: When the ownership of a file has to be transferred to you.
End Editing: When another user has checked out the file.

3. Enter areason for the request and click OK.
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3.6.6. Manage multiple files
Follow the procedures below to change the properties of multiple Wrapsody files at a time.

1. Right-click a folder containing multiple Wrapsody files, or select and right-click multiple Wrapsody files.
Note: Make sure that you do not select an empty folder or plain files when selecting multiple targets. If
the target includes plain files, only the properties of Wrapsody files are subject to modification.

2. Select Manage Wrapsody File.

Note: Only the owner of the target files is entitled to set the properties as below.

Manage Wrapsody Document

W

Details

Users with added Revise Permission Modify
Add users to grant Revise permission

Users with added View Permission Modify
Add users to grant View permission

Users with removed Revise Permission Modify
Add users to revoke Revise permission

Users with removed View Permission Modify

Tags with added Modify

2O (Confidential)  GSAMZE

Tags with removed Modify
Options
Include all files in st

Override the propertie:
Add the name of the fol

ing Wrapsody documents

g the target files as new tags.

m Cancel

To grant either View or Revise permission to a user, click Modify to the right of Users with added
Revise permission or Users with added View permission or click
To withdraw View or Revise permissions from users, click Modify to the right of Users with removed
Revise permission or Users with removed View permission or click
Click * to the right of Add tags to add tags. To delete a tag added before, click the X in the tag box or
click Modify to the right of Remove tags.
Choose options.
* Include all files in subfolders: The properties of all the files contained in the subfolders of the
selected folder are also subject to modification.
* Override the properties of the existing Wrapsody documents: The properties of the selected
files will be overwritten with the new settings.
e Add the name of the folders containing the target files as new tags: The name of the folder
containing the target files is added as a new user tag.
Click Next at the bottom when the settings are completed.
3. Check the properties set at the previous stage in the window as below. Modify options as required.
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Manage Wrapsody Document

GS Library - Internal Policy
Location Original document location

Target Files Completed 0/ 12 in total

File path Status Details

WAGSAFZ EN\GS Library - Internal Poli..Fasoo Internal Policy - Anti-Bribery and Corruption.de Ready

WAGSAHZ ENGS Library - Internal Policy\Fasoo Internal Policy - Anti-Fraud.docx Ready
W:AGSAHZ ENGS Library - Internal Policy\Fasoo Internal Policy - Business Continuity.docx Ready
\GSAFH ENGS Library - Internal Policy\Fasoo Internal Policy - Ethics.docx Ready
\GSAF ENGS Library - Internal..Fasoo Internal Policy - HR Policy and Procedure Manual.dt Ready
|

\GSAF2 ENGS Library - Interna...Fasco Internal Policy - Incident Log and Communication.dt Ready

\GSAFZ ENGS Librar...Fasoo Internal Policy - Information Security Management Program.dc Ready

W:AGSAFZ E\GS Library - Internal Policy\Fasoo Intemal Policy - Information Security.docx Ready

\GSAF ENGS Library - Internal Policy\Fasoo Internal Policy - Risk Management.docx Ready
WAGSAFZ ENGS Library - Internal ...Fasoo Internal Policy - Security Awareness and Training.de Ready
W:\GSAH2] EN\GS Library - Internal Policy\Fasoo Internal Policy - Succession Planning.docx Ready
WAGSAFZ E\GS Library - Internal Policy\Fasoo Intemal Policy - Vendor Management.doox Ready

Options

Include all files in subfold:
O ide the properties of ti
Add the name of the folders

ing Wrapsody docums

the target files as new tags.

m Back

Check the File path, Status and Details of target files.

You can modify options specified at the previous stage.

Click Start at the bottom to apply the settings. When the settings are completed, the Status will switch
from Ready to Complete. Click Close to close the window. To check the changed settings, right-click each
file to choose Manage Wrapsody File.
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3.6.7. Al Document Helper

Note: Please contact your Wrapsody administrator to utilize this feature.

Al Document Helper analyzes Wrapsody files and Wrapsody Drive files based on Al technology. In the
document preview window, you can freely ask questions about files to Al Document Helper and easily get
answers.

Right-click on a Wrapsody file and select Open Wrapsody File Preview.
The document preview will open in a web browser.

1.

2

3. Click on the Al Document Helper tab on the right.

4. The Al Document Helper window will expand.

5. Click on the guided questions in the window or directly input your question and press Enter.
6. Al Document Helper will generate and provide the answer.

3.7. Features Exclusive for Wrapsody Cloud Enterprise or Higher-level Plans

3.7.1. Request for one-time export of original

In a Wrapsody Cloud Enterprise plan or higher-level plans, exporting the original is restricted. Submit a request
for a one-time export of the original to either the file owner or the Wrapsody administrator. If the request is
approved, the file will be unwrapped and saved as a separate file only once. If you have no permission for the
file, you can request View or Revise permission (see Request) first and then request a one-time export of the
original.

Option 1. Manage Wrapsody File window
1. Right-click the edited and select Manage Wrapsody File.
2. Click the Export Original = icon at the top.

Export Original Request

Enter a reason for the request
If the request is approved, you may unwrap the file once and save the origina

n Cancel

3.  When the Request for Export Original dialog box appears, enter a reason for the request and then click
OK.

Option 2. Badge menu
1. Open a Wrapsody file in an application.

2. Either from the View or Revise badge menu at the top, click the button.
3. Select Request from the menu. Then the Request dialog box will appear as below.
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Request

B Request for one-time export of orig.txt
6.0KB

Select an item you want to request from the document owner (F3Hd).

View Permission Revise Permission Transfer File Ownership End Editing

Export Original

Enter a reason for the request.

n Cancel

Select Export Original and enter a reason for the request. Then click the OK button at the bottom.
5. When the dialog box indicating that the request has been submitted appears, click the OK button.

Option 3. Wrapsody File Manager
1. Double-click the Wrapsodym icon from the system tray to open Wrapsody File Manager.

2. Gotothe MyPC tab (See Wrapsody File Manager > My PC).

3. Right-click the More icon located to the far right of a desired file in the list and select Export original.
4. When the Request for Export Original dialog box appears, enter a reason for the request and then click
OK.

3.7.2. Process the Save As action

In a Wrapsody Cloud Enterprise plan or higher-level plans, a branch file is created through the Save As action
only when a user possesses Revise permission for the file or owns the file. Users who have only View
permission cannot create a branch file using this action.

3.7.3. Review detailed permissions

In a Wrapsody Cloud Enterprise plan or higher-level plans, detailed capabilities for Owners, users with Revise
permission, and those with View permission are presented in the Details window of a Wrapsody file. This
window is accessible both on the user’s PC and the web interface. To view specific details for each permission,
hover over the © icon next to the respective permission. Please note that this feature will not be supported
for plain files.

To open the Details window on the user’s PC, right-click a Wrapsody file on your PC and select Manage
Wrapsody File. To access it on Wrapsody Web, hover over a file in the file list and click the Details @ icon.
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-
View

Edit

Print

Screen Capture

Copy to plain file

Export Original

Manage request (Export Original)

Owne| @ Date revised Modifier

32 3% (march) 10/13/2023 10:08 32 38 (march)

9] Request File Ownership Transfer
Permission

Revise Permissior| @ View Permissiorf @

-

Tag

@ Tag Setting

‘ Wrapsody | ‘ aaasdf | | List ‘ ‘ multiple1 ‘ ‘ single1

Get revision notifications o Get comment notifications

For a description of each detailed permission, refer to the table below.

Close
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Item Description

View The ability to open and read the Wrapsody file.
Edit The ability to open and edit the Wrapsody file.
Print The ability to print the Wrapsody file.

Screen capture The ability to capture screenshots while the Wrapsody file is open.

Copy to plain file file.

The ability to copy and paste the contents of the Wrapsody file into a plain

Export Original The ability to unwrap the Wrapsody file and export its original file.

(Export Original) | time export of the original file.

Manage request | The ability for the file owner to process requests from other users for a one-
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4. Wrapsody Client

4.1. System Tray Configuration

Right-clicking the Wrapsodym icon on the system tray will show the context menu as below.

Open

Open Wrapsody Server Website

Open Wrapsody File Manager

View File Updates

Update Policy

Settings
The received notifications are displayed in real time.
Open Wrapsody Server Website.

Open Wrapsody File Manager.

Check for files that can be updated or revised in non-standard supported applications.
If the Wrapsody Client installed on your PC is not the latest version, update it to the latest.
Open the Settings window.

4.2. Notifications

Clicking the Wrapsodym icon on the system tray will open the Wrapsody notifications window as below.
§ Wrapsody

Important Update History

File Name Changed 6 day(s) ago
non office 4.txt
A X| B (jiseok) has changed the filename from non office 3.tx
File Name Changed 6 day(s) ago
non office 4.txt
4} X| & jiseok) has changed the filename from {22 1.txt to
File Name Changed 6 day(s) ago
non office 2.txt
A} X| (jiseok) has changed the filename from M 22 2.txt tc
File Name Changed 6 day(s) ago

non office 1.txt

4 X| & jiseok) has changed the filename from A 22 3.ixt to

@ The list is up to date

All: All messages, including Important notifications, are displayed.

The Preview "=, Manage Wrapsody File'"' and More buttons will show up when hovering over a
notification item on the list. The Download and Go to Wrapsody Server items will appear when clicking the
More button.

Important: Notifications on request for a user’s action (Revise Permission, View Permission, End Editing,
Transfer File Ownership, etc.) are categorized and shown on the list. Click the Approve or Reject button to
approve or reject the selected request.

Update History: Displays the history of updates conducted in non-standard supported applications. You

can verify whether the updates were completed successfully or failed.

One of the following messages are displayed to show whether the notification list is up-to-date or not.
* Thellistis up to date.
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*  Synchronizing...
*  You are currently offline.
*  Failed to synchronize the list.

More: The following menu appears when clicking the More

Open Wrapsody Server Website
Open Wrapsody File Manager
View File Updates

Settings

button.

FASOO
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4.3. Wrapsody File Manager

You can find and manage all the Wrapsody files on your PC with the Wrapsody File Manager. To open the File
Manager, double-click the Wrapsodym icon on the system tray, or right-click the icon to select Open
Wrapsody File Manager.

4.3.1. Documents

Click the Document - icon within the Wrapsody File Manager. Document allows you to see all the files for
which you have permission.

Wrapsody File Manager - Document

Document Show Filter v
& 2othersselect [ 4, ¢ X & @ Hidden filesronly C)
File name Last revised \» Modifier Owner My Permission Local file
B non office 1.txt 35 min(s) ago MRY ML £ LA~
Q@ - n 2024 Financial Report.pptx 20 hour(s) ago Amy An
. n EULA 2024.docx 20 hour Amy Anr
® a Customer list.txt 3 day(s) ago Allen Alle
. n Booth Space Contract.docx 3 day(s) ago Mark Ma
Preview
] n Booth RFP.docx 3 day(s) ago Mark Ma ‘i‘ Gownioad
o n Booth Graphic.pptx 3 day(s) ago Mark Ma B Details
7 B test @txt 4 day(s) ago HXY 47 @ Move to Recycle Bin
B non office 2_branch(240425_1325).txt 4 day(s) ago MXE MXE £
B non office 2:txt 5 day(s) ago MXg MXY £ .
| S TN 2D P L RSP P P ST MTic MTI »

Clicking Show Filter shows various filters for locating a file. Choose whether the file is viewed by you, what
types of permission you have for the file, file formats, or periods. You can also enter a file name or tag. If you
select the Plain files only option in File format, the search will be limited to plain files located within Wrapsody
Drive.

Wrapsody File Manager - Document

xa

Document Hide Filter ~

[ Is Opened /Opened | | v/ Unopened My Permission «/Ownedbyme | | /Revise = v View

File format \ B H B H & \ H B H B H B | i s only

Period ‘ OAIll || Olast1month = Olast3months | Olast6months | = Olast1year | O Custom period
File name Tag
Initialize Filter %)

When you slide the toggle switch to the right to activate Hidden files only, it will display files that have
been hidden using the Hide File feature.

When you hover over a file, a checkbox will appear on the left side. To access the icon menu with file
usage and management features, simply check the box located above the File name heading. Click each icon to
use the Download, Star, Unstar, Hide File, Move to Recycle Bin features for the file. See the table below for
each feature.

Menu Item ‘ Description
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& Download Download the Wrapsody file to your PC.
Store files you frequently use or plan to access soon. You can access
w Starred the files easily and quickly on the Starred tab in Wrapsody Web

whenever you need them later.
Remove from the | Remove the file from the Starred list.
Starred list

Click the icon to hide the file. When you slide the Hidden files only
& Hide File toggle switch to the right located at the top right corner, it will
display files that you have hidden.
Move to Recycle | Delete the file from the Wrapsody Server. It is enabled only when
Bin you are the file owner.

Clicking the More icon in the list of files shows file usage and management menu including Preview,
Download, Details, Move to Recycle Bin, alongside the file’s thumbnail. Move to Recycle Bin is shown only
when the file is saved on the PC. See the table below for each feature.

@

Menu \ Item \ Description
Preview View the file in a Preview window without downloading it to the PC.
o Download Download the Wrapsody file to your PC.

Check the details of the Wrapsody file, including the options
available in the file management menu. You can check the list of
users who have permissions for the file and configure user
permissions and tags (See Details).

Delete the file from the Wrapsody Server. If there is the redundant
Move to Recycle | file on your PC, the file will also be deleted from your PC. It is

® Details

© Bin enabled only when you are the file owner and have the file on your
PC.
. This feature is only available for plain files located in Wrapsody Drive.
Plain Document . . . . g
B You can review the version creation history of plain files and

History

download the file corresponding to each version.

Out of all files, files saved on your PC show this = icon under the Local file heading. If you click the
downward arrow to the right of the icon, the information of the local file including its version, last update

time, modifier, and local path. Clicking the More icon located on the far right of the row will display the
file usage menu as below.

® Open

& Open Local File
[ﬁ Details

' Update

6 Export Original
(8@ Open Folder

@ Document Chat
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See the table below for features provided by each menu.

Menu Item \ Description

(O Open Open the latest version of the file on the PC.

(O Open Local File Open the version of the file saved on the PC.

B Details Check the details of the file saved on the PC. You can configure user
permissions and tags, and use and manage the file (See Details).

@ Update The fill will be updated to the latest if the file is not the latest
version.

8 Export Original Un.w.rap a Wrapsody file to save its original file separately (See Export
Original).

(o Open Folder Open the folder where the file is saved.
Chat with users who have View/Revise permission for the Wrapsody

D) Document Chat | file. The feature is exclusively supported in cases where Fireside is
installed.

4.3.2. MyPC
Click the My PC~ icon within the Wrapsody File Manager. My PC shows a list of files that you have accessed,
among all Wrapsody files stored on the PC.

Wrapsody File Manager - My PC

P Search B Local Files: 188 in total / 402.291MB | ‘
My PC 183
File name Ver. (Latest) Last updated Owner Location
-
— Vs n 2l £ 98 xsx 44 42 min(s) ago AXg C\Users\jiseok\Desktop\ 7= =
Fasoo_Hl mAFE_FSN,FSP,FXMFD.. 1 (1) 45 min(s) ago oz WACompany Drive\AE?| Open
n Fasoo Internal Policy - Business C... 3 (3) 46 min(s) ago Sohn, Jason WAGSAFH ENGS Library
n Overview for TW Jobs.xlsx 10 (10) 48 min(s) ago A C:\Users\jiseok\Desktop\| Manage Wrapsody Document
n Fasoo Internal Policy - Anti-Fraud.... 3 (3) 1 hour(s) ago Sohn, Jason WAGSAH ENGS Library
n Fasoo Internal Policy - Anti-Briber... 3 (3) 1 hour(s) ago Sohn, Jason WAGSAH ENGS Library Export Original
’ n Wrapsody Resource_2023.xlsx 422 (422) 1 hour(s) ago AAE C:\Users\jiseok\Desktop\, Open Folder
n It 2t0HFanorama) M266=.pptx 3 (3) 1 hour(s) ago Jang, Henrick C\Users\jiseok\Downloa( Document Chat
’ Wrapsody v5.8 User Guide 2023-... 7 (7) 1 hour(s) ago MY C\Users\jiseok\Desktop\,  Checkln
n TW 2 FEhsx 6 (6) 2 hour(s) ago AoE C\Users\jiseok\Desktop\TWATW 2 &2f.xlsx
n Wrapsody v5.8 User Guide 2023-... 6 (6) 2 hour(s) ago MY \\nas.fasoo.com\FasooStorage\ | & Of &+ 2\ Z...
n Wrapsody file testxlsx 22 2 hour(s) ago MY C:\Users\jiseok\Desktop\Project\Wrapsody\ 2] ...
’ n Wrapsody v5.5 User Guide 2022-... 4 (4) 6 hour(s) ago Aoy \\nas fasoo.com\FasooStorage\ Xl & Of &+ Z\HIZ..
202307_2 01_FS0859.pdf 1(1) 23 hour(s) ago AXg C:\Users\jiseok\Desktop\Admin\Personal\202307...

Enter a keyword into the Search box to find files. You can also adjust extra settings by clicking the Filter

" icon on the right.

It shows the number and storage space of recently used files.

Refresh the list.

File icon, file name, version, last update date, file owner and location are displayed on the search result
list.

Clicking More icon on the right side will open the context menu to utilize and manage the local file. See
the table below for features provided by each menu.

Menu Item Description
@ Open Open the latest version of the file in an application.

@ Open Local File Open the version of the file stored on the PC.
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Manage It opens the Details window for the file. You can configure user
Wrapsody File permissions and tags, and use and manage the file (See Details).
The fill will be updated to the latest if the file is not the latest

G Update version.

8 Export Original Unwrap a.Wrapsody file to save its original file separately (See
Export Original).

(= Open Folder Open the folder where the local file is saved.
Chat with users who have View/Revise permissions for the

D) Document Chat Worapsody file. The feature is exclusively supported in cases where

Fireside is installed.

It is only enabled when the file is on hold for check-in. Select the
Check in option to update the file on hold as the latest version (See Hold
Check in).

4.3.3. Smart Cleaner

Click the Smart Cleaner ** icon within the Wrapsody File Manager. You can view the list of duplicate or
obsolete Wrapsody files stored on your PC that are the target of cleanup. You have the option to either delete
these files or mark them as exceptions to keep them from being cleaned up.

Wrapsody File Manager - Smart Cleaner

AZ ROT Fles: A m m

Duplicate files 37~ Obsolete0  Deleted 5 Exempted 0

File name Duplicates  Ver. (Latest) ~ Owner Last updated Location

[) Frontitude Research.pptx 2 3 REE
(4 [) Frontitude Research branch.pptx 2 4 Er
n YA 2306072 2| 2. docx 2 2 AR
B) Fireside Resources.xisx 2 33 Er
Mind-SAT_MKTG KIT 2023.pdf 2 3 227
B Glossary Wrapsody Manual v5.5... 2 6 Er
vpolZtIHE YT 78 3L F2hal.. 2 1 g
B st=eiolFanorama) H2ss2 pptx 2 2 Jang, Henrick
] B ois2esyoausywapsody.. 2 50 PLT
(0h4+ 2_28 L§ 8 2 2)Wrapsody v5.8 User... 14 (50) ERE] 2023-07-20 10:23 WASK|E (iseck)\ProjectiWrapsody..
@ (h5¥ 2% Wrapsody v5.8 User.. 50 (50) P 2023-07-27 14:26 CaUsersyjiseak\Desktop\Project\Wira
0L £0|0]_12_2023-07-17_Al... 2 1 E=-T
B wrapsody v5.8 Admin Guide 202... 2 2 Er
B wrapsody eco v2.5 AlgA F0OIE... 2 3 ErE

The Duplicate files tab shows a list of files that share identical file info or have the same file ID.

The Obsolete tab shows a list of unused files for specific periods (3 months).

The Deleted tab shows a list of Wrapsody files deleted from the server. You can select files from the list
and remove those that have already been deleted from the server and no longer exist there.

The Exempted tab shows a list of files that have been exempted from the Duplicate or Obsolete tab.

It is displayed in the form of “Storage space of ROT files/Percentage of ROT files compared to the total
files (number of ROT files/number of total files)”.

Either in the Duplicate files or Obsolete tab, choose files by checking their corresponding boxes on the left
side. Then click the Exempt button located at the top right to remove them from the list of ROT files.

Either in the Duplicate files or Obsolete tab, choose files by checking their corresponding boxes on the left
side. Then click the Delete button located at the top right to delete the ROT files.

Refresh the list.
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4.3.4. Settings

Go to Settings " at the bottom left corner in the Wrapsody File Manager and configure the settings to use

Wrapsody.

General

1. Click the Settings tab.
2. Refer to the following content for instructions on configuring each option.

Wrapsody File Manager - Settings

Version Information # Wrapsody

General

8: 6. 6: 0

Version Information

If the Wrapsody Client installed on your PC is not the latest version, the Update button is enabled for the

user to update the file to the latest version.

General

Quick Menu

Set to allow all users to view at creation: If the toggle is switched on, it will be set to allow all
the users to view the Wrapsody file when you create.

Allow me to directly check out my own documents: Configure the file to open in Revise mode
instead of View mode if you have the exclusive permission to access it. However, according to
the company policy established by the administrator, this option may not be visible.

Check in automatically when closing documents: Configure the file to be checked in
automatically upon closure after saving changes in Revise mode, without prompting a check-in
confirmation dialog box.

Show real-time messages on the system tray: If the toggle is switched on, real-time notification
alerts for viewing, revising, or commenting will be displayed in the system tray. You can set the
notification types by file on the Manage Wrapsody File window (See Details > (&), Receive
notifications).

Show notifications for holding check-outs in: If you delay the check-in for a file after checking it
in, a notification will be sent to remind you to complete the check in. You can set the specific
time (in minutes) after which these notifications will be sent. Enter the number of minutes after
which you would like the notifications to be sent following your most recent use of the file.
Show notifications for: Specify the duration (in seconds) to display notification and push
messages on the screen. Enter the number of seconds after which you would like the
notifications to disappear from the screen.

1. Go tothe Wrapsody - Quick Menu tab.
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2. Inthe Edit Quick Menu section, turn on the toggle of Sync quick menu with server to apply the settings
defined by the Wrapsody administrator.

3. If you prefer to customize the options, select the checkboxes for each item listed under Items. These
selections will then appear in the Quick Menu.

Sync quick menu with server
or QB

Items

Set Users

Set Tags

Create Branch

Create Link

Change Server File Name

Export Original

Timeline

Preview

4. The checked options are shown when you right-click a Wrapsody file and choose Wrapsody - Quick Menu

as in the image below. See the description below for features provided by each menu item.

B sy e
@ Manage Wrapsody Document '—

& Wrapsody - Quick Menu > Secured Document >
Copy as path Set Users

2 Share Set Tags
Restore previous versions Create Branch
Send to > Create Link

Change Server File Name
Cut
Export Qriginal

Copy Timeline
Create shortcut Preview
Delete

Rename

Set users: Designates users who can either view or revise the Wrapsody file (See Set Users).

Set tags: Set tags for the Wrapsody file (See Set Tags).

Create Branch: Creates a branch file for the Wrapsody file.

Create Link: A sharable link for downloading the file will be created, enabling you to share it with
other users.

Change Server File Name: Overwrite the file name on the server with the file name saved on your
local PC.

Export Original: Unwrap the Wrapsody file to create a plain file.

Timeline: Displays the history of usage and management for all versions of the Wrapsody file. You can
select a less frequently used version out of the previous versions and delete it from the server. You
can access both the Usage Map and Branch Map for the file here (See Timeline features).

Preview: Opens the file in a Preview window without downloading it to the PC.
Document Chat: Chat with users who have View/Revise permissions for the Wrapsody file. The
feature is exclusively supported in cases where Fireside is installed.

Backup files

In case that Wrapsody files are lost or have to be transferred to a new device, export the file list containing
information about Wrapsody files stored on your PC as a file.
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Go to the Backup/Restore documents tab.

Wrapsody File Manager - Settings
X% General  Wrapsody - Quick Menu Backup/restore documents ~ Storage Management
Backup Backup Wrapsody file list on my PC
Save to local computer
Restore Restore Wrapsody file list on my PC

Download Download path
C:\Users\jiseok\Downloads

Click Save to local computer or Save to server to save a backup file list for restoration.

Restore files

You can restore the Wrapsody files to a specific location on your PC using the Wrapsody backup file. Follow the
procedures below to restore the Wrapsody files.

1.
2.
3.

Go to the Backup/Restore documents tab.
Click the Restore button.
When a dialog box below appears, specify the details needed for restoration.

(] Wrapsody

Import the Wrapsody document list for restoration

@) From local computer C:\Users\jiseok\/ D

From server

Restore documents in

#) Original location

Specified location C:\RestoredDoc,

If the same file exists

Overwrite
®) Move the original files to  C\Users\jiseok\/ D

Add "BAK' to the original file name

n Cancel

Import a backup file list to be used for restoration. Prior to using this restoration feature, it is
recommended to perform a backup in order to generate a backup file.

Specify a location where the restored files will be saved. To save the restored files in their original
location, select Original location. Or to save the restored files in a specific location, select Specified
location and enter the path.

Select the option of how you want to deal with the original files when they still remain in the original
location in the case you have selected Original location at (). If you do not want to back up the
remaining original files and overwrite them with the backup files, select Overwrite. To back up the
remaining original files all together in a particular location, select Move the original files to and specify
the path. Select Add ‘.BAK’ to the original file name to distinguish between the remaining original files
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and those set for restoration in the same location. The remaining files will remain in their current location,

with'.BAK' added as a suffix to each file name.
4. When all the settings are done, click OK.

Wrapsody File Restorer

FASOO

o

File name

Tenmelatinn nnd Moo

MultiTerm Creating a Te...
MultiTerm_Installation_...

MultiTerm_Release_Naot...

Project_Management_Q...
Translating_and_Reviewi...
Translation_Memeory_Ma...
Project_Management Q...
Translating_and_Reviewi...

Translation_Memory_Ma...
Project_Management_Q...
Translating_and_Reviewi...
Translation_Memeory_Ma...
Project_Management_Q...
Translating_and_Reviewi...

Translation_Memory_Ma...

Project_Management_Q...

Progress Download Result Error message

b4 [ 4 | [ [ [ [ [ [ [ [ [ [ [ e

Location

C\Program Files (x86)\Trados\MultiTerm\MultiTerm1
C\Program Files (x86)\Trados\MultiTerm\MultiTerm1
C:\Program Files (x86)\Trados\MultiTerm\MultiTerm1
C:\Program Files (x86)\Trados\Trados Studio\Studio1
C:\Program Files (x86)\Trados\Trados Studio\Studio1
C\Program Files (x86)\Trados\Trados Studio\Studio
C:\Program Files (x86)\Trados\Trados Studio\Studio’
C\Program Files (x86)\Trados\Trados Studio\Studio1
C\Program Files (x86)\Trados\Trados Studio\Studio1
C:\Program Files (x86)\Trados\Trados Studio\Studio1
C\Program Files (x86)\Trados\Trados Studio\Studio
C\Program Files (x86)\Trados\Trados Studio\Studio
C\Program Files (x86)\Trados\Trados Studio\Studio
C\Program Files (x86)\Trados\Trados Studio\Studio1
C:\Program Files (x86)\Trados\Trados Studio\Studio1
C:\Program Files (x86)\Trados\Trados Studio\Studio1

AP Tilae (U 0EW Ten dad Teadan Chedinl Chdia

one, or click

The Wrapsody File Restorer window appears as below. Click the

Restore All to restore all the files at once.

Specify a download path

Specify the default path for saving a Wrapsody file downloaded from the server.

1.
2.
3.

Go to the Backup/Restore documents tab.

Click Modify in the Download section to specify a path for downloading a Wrapsody file and click OK.

When the dialog indicating the path change appears, click OK.
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4.4. Settings

You can configure the settings to use Wrapsody. The Settings page in the Wrapsody Client context menu is the
same as Settings found in the Wrapsody File Manager. See Wrapsody File Manager > Settings for more

information.

4.5. Offline mode

You can continue to work on Wrapsody files even when switching from online to offline or when the online
environment is not available due to some network issues. The changes will be automatically updated to the
server when you go online later.

When you run Wrapsody Clientm, the text displayed in the title bar includes “(Offline)” at the end and the
color of the title bar turns grey.

4.5.1. Create a Wrapsody file when offline
If you create and save a new Wrapsody file in offline mode, the file is uploaded to the server once it switches
from offline to online.

Save a new file on the PC and close the file.

2. Right-click the file and select Create Wrapsody File.

3. Click Wrap at the bottom of the Create Wrapsody File window. Setting users or tags are not available
within the Create Wrapsody File window, but required tags are automatically populated.
The creation of a Wrapsody file is completed.

5. The file will be automatically uploaded to the server as an initial version when it switches to online.
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4.5.2. Edit a Wrapsody file when offline
The users can view or review files offline when they have the corresponding permissions. Revisions made
offline will be automatically uploaded to the server once it goes back online.

Note: In offline mode, you can access only the files that have been utilized on the PC or personally
downloaded from the Wrapsody Client. Files downloaded through Outlook email or web browsers cannot be
used in offline mode.

Follow the procedures to update files edited online to the server.

1. Open a Wrapsody file when offline.

2. Thefileis opened in View or Revise mode according to the permission the user has.

3. Edit and save the file.
Note: If the mode goes back to online while a file is being edited, a dialog box appears upon closing the
file. This dialog box offers the options to check in, hold the check-in, or cancel the check-in upon file
closing. You can choose either Check in, Not now, or Cancel.

4. If the mode switches back to online after the file is closed, the file edited offline is automatically updated
to the server as the latest version.

4.5.3. Handle a conflict
Wrapsody files revised offline will be attempted to be updated to the server whenever:

*  When switching from offline to online
*  When opening the file while online
*  When closing the file while online

However, if the attempt to update the changes to the server fails due to a conflict, such as another user having
already created a newer version, a confirmation dialog box will appear to ask whether to create a branch file
or not.

* When you select Yes: The file saved offline will be managed as a separate branch file.
* When you select No: The file will be only saved on the PC. Subsequently, a message will appear when
you open and close the file, asking “Do you want to create a branch document?”.
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5. Wrapsody Web

Wrapsody provides users with the convenience of managing their files on the Wrapsody Server through the
web interface. To access Wrapsody Web, right-click the Wrapsodym icon on the system tray and select Open
Wrapsody Server Website. Here’s an overview of the Wrapsody Web interface.

o

{‘ Wrapsody or a keywore H} Advanced search
A Hor
Ky menk B0 &
u l2l0l{Fanorama) - n Bl 2j0lFanorama)- m MKTG_D1%0],docx n b aio{Fanorama) - n iz ajo}{Fanorama)-
Vrapsody Drive >
ent & 0 Heniick & e Heniick Q) soho sason & /e Henrick @ e, Henrick
m Wrapsody v5.8 User Guide 2023-8M KR_draft.docx
(x%
Smart Cleaner
Lo
Target version 26.5% (Target version: 71/all versions: 266)
Total target files n Obsolete 1 Similar
Recent Files Starred Files
n Wrapsody file test.xlsx Translation_Memory_Management_QSG_en.

Home: Files related to organizational notices, ROT versions and files, recently viewed files, starred files are
displayed.

Search: The user can search for all Wrapsody files on the server using the Search bar.

All files: You can locate and manage not only all the files on the server for which you have permission but
also those stored in Wrapsody Drive. Each tab showcases the list of recently checked-in files, starred files, files
for which you have received View alerts and files moved to the Recycle bin.

Manage: In Smart Cleaner, you can manage ROT files, whereas in Request, you can review the history of
received requests. The Log section provides you with the history of file usage, analytics, and more.

Chat: Connected with Fireside, chatting services are provided.

Notification: It provides a list of Wrapsody notifications that the user has received.

User Info: It displays user details like name, group affiliation, title, phone number, and email. You can also
access Preferences and Logout from here.

Le Leeliseok

GS Business - Manager

023009065

(9 jiseok@fasoo.com

Preferences

Change Password
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5.1. Home

The Home section offers users a quick overview of files associated with organizational notices, recently viewed
files, starred files, and more. Users can check the ratio of ROT files, recent tags, frequently used files.

#h ndvance

¥ wrapsody

&

2024 Financial Report. pptx EULA 2024.docx Customer list.txt Booth Space Contract.docx Booth RFP.docx

A 2 am

Smart Cleaner

Target version 92.5% (Target version: 37/Al versions: 40)

Total target files 7 Obsolete ] Similar

Recent Files Starred Files

non office Ltxt [ 2024 Financial Report.pptx

test (2).txt * B Euta2024.d0ex
B non office 2_branch(240425_1325).txt * [B) Booth RFP.docx
B nonoffice 20 * |8 Booth Graphic.pptx

non office 2_branch(240424_1110).txt

B timetineTests.docx

non office 4.txt

B cestocs

For the description of each item, see the table below.

Item

Files associated with
organizational notices

Description

Files shared across organization-wide for notifications

Target
version

Ratio of ROT versions compared to the total versions of your
owned files

*ROT file: Files that are redundant, obsolete, or trivial.

Total target

Smart Cleaner files

The number of ROT files or files with ROT versions among your
owned files

Obsolete

Files that have not been used over a year or files with versions
that have not been used over a year among your owned files

Similar

Files that originate from another file and share the same content
with it

Recent Files

The list of files for which the user has recently received View or
Revise permission

Starred Files

The list of files that you have starred.

Recent Tags

Tags that have been used twice or more among recently created
tags

Frequently Used Tags

Tags that have been used most frequently in the past three days,
excluding required tags
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5.1.1. Preferences
To streamline the process of checking and previewing file lists, click on your profile icon in the top-right corner
and choose Preferences from the menu. The settings window will then appear.

Preferences
Default list count 15 ~
Display files in List View ~

Open preview in

O A new Window Anew tab

Action upon clicking

0 Download a file Download and open a file

If you choose 'Download and open a file' but do not have the Wrapsody client oi
supported appl ed,
The downloaded file will be saved in the Downloads folder on the user's PC.

¢ Default list count: Click the dropdown icon to select the number of files to be displayed per page on

Wrapsody Web. This default count applies to all sections, including Document and Starred. While you can
still adjust the list count for each section at the top right of the page, it will revert to the default count
upon page refresh.

*  Open preview in: Choose whether to open the preview on the web in a new window or a new tab. This
selection does not affect cases where you are previewing a file by selecting it on your PC or Wrapsody
Drive for Desktop.

*  Action upon clicking: Select whether a file automatically opens after being downloaded when you click its
name on the web. Note that even if you choose the Download and open a file option, the file may not
open after being downloaded if the Wrapsody Client or a supported application is not installed.

*  C(Click the Save button to apply the settings, and the settings window will close.

Note: The settings will take effect immediately upon clicking the Save button. However, depending on your

browser settings, they may apply after the next login.

5.1.2. Logout

To log out, click your profile icon in the top-right corner, select Logout, and you will be immediately taken to
the login page. You can then log in with another user account on the web. Keep in mind that logging out from
the web interface does not automatically log you out from the Wrapsody Client.

5.2. Search Box

5.2.1. Search for files

Note: You can search for all Wrapsody files saved on the server, including plain files on Wrapsody Drive, using
the search bar at the top of the web page. The results will show only the latest versions. To download previous
versions, locate the final version of the file and download the desired version in the Timeline window. See
Timeline features for more detailed information.

1. Enter asearchterm inthe search bar at the top of the screen and press the Enter key. For a more detailed
search, click on Advanced Search at the top. Once the advanced search filters appear, select options for
each item or enter search terms, and click on Search (multiple selections and inputs allowed).
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Advanced Search

* Is Opened: You can choose whether a file has been opened or unopened. Please note that

+/ Plain files only
is disabled when you choose any of the Is Opened options.

* My permission: You can multi-select whether the file is owned by you and whether you have Revise
or View permission for the file.
. File format: You can multi-select file formats including Word, Excel, PowerPoint, PDF, Hangeul,

Notepad or other formats excluding the preceding six. If the e ont option is selected, the
search will be limited to plain files located in Wrapsody Drive with the chosen extensions.

*  Period: Time elapsed since the last revision. Choose from options such as Last 1 month, Last 3
months, Last 6 months, Last 1 year, or Select Custom period to set a custom time frame.

o Items for manual input: Enter search terms in the text area of File name, Word in content, Exclude

from result, Tag and click " toadd multiple search terms. You can also input names of Owner and
Modifier manually.
If each of File name, Word in content, Tag, Owner and Modifier contain search terms you entered, the
search results will appear by each corresponding item.

Search results for "wrapsody"

File name Word in content Tag Owner Modifier

To perform an advanced search within each search result created for individual items, click Advanced
Search located at the bottom of each result list.

Note: Icons displayed to the left of the file icon indicate the current status of file usage.
® The file has been revised and updated by another user but not viewed by you.
The file has been checked out and is being edited by another user.
© You received View alerts for the file but you have not viewed it yet.
Icons displayed under the My permission heading indicate that your permission for the file.
© You have View permission for the file.
You have Revise permission for the file.
You have no permission for the file.

Select the checkboxes of files to use or manage. Just above the File name heading, an icon menu will
appear, along with the count of selected files. Alternatively, you can hover over a file and click the More

icon on the far right to choose the desired options. For instructions of each option, see Documents.

5.2.2. Al-powered search

Note: Please contact your Wrapsody administrator to utilize this feature.

You can find the desired files from the Wrapsody server using Al-powered search. By entering content in

sentence form, including keywords, you can obtain more relevant search results.

Al-powered search

Access the Wrapsody website.

Click on the Al Search button in the top search bar.
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3. The search bar will switch to the Al-powered search mode.
4. Enter the content including keywords and press Enter.
5. Highly relevant files will appear in the search results.

Find an engaging document to read during break time Show Filter v

Note: Content related to the search term will appear below the file name. Clicking on the content will open a
window where you can view the associated content in its entirety.

Al-powered search using Advanced Search
1. Access the Wrapsody website.

Click on the Al Search button in the top search bar.

The search bar will switch to the Al-powered search mode.
Enter the content including keywords and press Enter.

vk wnN

Highly relevant files will appear in the search results.

6. Select the desired file type under File format and specify the time period for the last update under Period.
Enter the content to be included in or excluded from the file name in the File name and Exclude from
result sections, respectively. Add tag information under Tag.

ZAl Find an engaging document to read during break time HideFilter ~
File format B B B B B B

Period ‘ O Last 1 month Last 3 months Last 6 months Last 1 year Custom period

File name 1 Exclude from result 1 Tag

Reset 'O

Click on Search.
8. The search results that meet the criteria will be displayed.

5.3. Document Sections and File Management

Sections like Documents, Wrapsody Drive, Recent, Starred, Received View Alerts, and Recycle Bin offer you
file usage and management features. You can manage files individually or by folder.
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Wrapsody Drive

Recent

Starred
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Received View Alerts

Recycle Bin
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For the description of items or sub items, see the table below.

Item Description
Documents The list of all files for which the user have permission for among all
the files saved on the server
Personal
ersona Virtual drive for managing the user’s personal files.
Wrapsody
. Group . . N ,
Drive Virtual drive for managing files owned by the user's group.
Compan . . s
pany Virtual drive for managing files owned by the user's company.
Recent The list of files updated recently among the files for which the
logged-in user has permission However, files that are accessible to all
users will not appear in the Recent section, even if updates occur.
Starred

The list of files that you have starred.

Received View Alerts

The list of files that you have received view alerts for.

Recycle Bin

The list of files that have been deleted and moved to Recycle Bin
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5.3.1. Documents
You can locate all files for which you have permission and access and manage these files using the provided

features.

[ wrapsody

S|

= File name Lastrevised & Mypermission Modifier Owner

- B e
potx
B Booth 5¢ ° ‘. Mark
B Booth RFP.docx o Mark Mark
Be aph o Mark Mark
B et
B non 132
B @ i
[ non office 2_branch(246424_1110).xt 5 days ago ealisaok
A/29/2024 14
B ron
Parmission
B uzes ! a

Top icon menu
Choose the checkboxes to the left of the file icons to select files for use or management. Just above the File
name heading, an icon menu will be enabled. Click each button to use your desired feature for the file.

Menu Item Description

o Download Download the Wrapsody file to your PC.

Transfer the file ownership to another user. It is enabled only when you
are the file owner.

Store files you frequently use or plan to access soon. You can access the
g Star files easily and quickly on the Starred tab on Wrapsody Web whenever
you need them later.

& Change owner

Remove from the

!L) . .
¥ Starred list Remove the file from the Starred list.
O~ Request Request permission or desired actions for the file.
Click the icon to hide the file. When you slide the Hidden files only toggle
S Hide File switch to the right located at the top right corner, it will display files that
you have hidden.
y Al Document Al Document Helper analyzes Wrapsody files and Wrapsody Drive files
Helper based on Al technology.
o Move to Recycle | Delete the file from the Wrapsody Server. It is enabled only when you are

Bin the file owner.
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Download a file
1. Choose the checkboxes to the left of the files you wish to download.

2. To download multiple files, click the Download & icon at the top. Alternatively, you can click the More

icon at the far right and select Download to download individual files.
3. The file will be downloaded to the PC.

Change the owner

The action is applicable only when the currently logged-in user is the file owner. Select files you own and
change the owner to another user.

1. Choose the checkboxes to the left of the files for which you want to change the owner.

2. When you click the Change owner & icon above the File name heading, the Change owner window will
appear.

3. Select a user from the organization chart or search for a user name or ID using the search bar, and click
oK.

4. The selected user will become the file owner.

Add to/Remove from the Starred list
1. Choose the checkboxes to the left of the files you want to add to or remove from the Starred list.

2. To add a file to the Starred list, click the Star pAS icon located in the top icon menu. To remove from the

’\’
list, click the Unstar X icon.
3. The selected files will be added to or removed from the Starred list.

Request for permission or actions

1. Choose the checkboxes to the left of the files you wish to download.

2. Click the downward arrow to the right of the enabled Request O~ icon located above the File name
heading. Select a request type (Revise permission, View permission, Transfer File Ownership, End
Editing) from the context menu. Alternatively, you can click the More icon to the far right to select

Request and choose a request type.
3. Enter a reason for the request and click OK.

Hide File
1. Choose the checkboxes to the left of the files you wish to download.

2. Click the enabled Hide File & icon located above the File name heading. This action will hide the
selected files.

3.  When you slide the Hidden files only toggle switch to the right located at the top right corner, it will
display files that you have hidden.

Move to Recycle Bin

The action is applicable only when the currently logged-in user is the file owner. Select files that you own and
utilize the feature.

1. Choose the checkboxes to the left of the files you wish to download.

Click the enabled Move to Recycle BinET icon located above the File name heading.
When the dialog box indicating that the file has been deleted appears, click the OK button.
The selected files will be relocated to the Recycle Bin.

vk wnn

Files stored in the Recycle Bin will be automatically deleted after a specific duration. The duration varies
based on the server settings.
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See Recycle Bin > Restore from Recycle Bin.

Additional menu

Apart from the icon menu that appears at the top, an additional menu under the Owner heading becomes
activated when you hover over a file. See the table below for a description of options displayed based on your

permissions.
Permission

View or higher

Item Description
. Opens the file in a Preview window without downloading
Preview .
it to the PC.
Download Download the Wrapsody file to your PC.
Details Check the details of the Wrapsody file.
Timeline Manage Wrapsody files by version. You can also access
both the Usage Map and Branch Map for the file here.
Request fR”eec'|uest permission or desired actions for the Wrapsody
Create link Create a link to share the Wrapsody file with other users.

Document Chat

Chat with users who have View/Revise permission for the
Wrapsody file. The feature is exclusively supported in
cases where Fireside is installed.

Revise or higher

Change Server File
Name

Change the name of the Wrapsody file on the server.

Check out

Edit the file in the web interface without downloading it to
the PC. It is active only when the web Office features are
connected.

File ownership

Move to Recycle
Bin

Delete the file from the Wrapsody Server. It is enabled only
when you are the file owner.

Request
Permanent Delete

When the request is approved, the Wrapsody file will be
deleted permanently.
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Preview

1. When the mouse hovers over a file, a menu set appears in the Owner column.
2. Click the Preview = icon.

3. You can view the file on the Preview window.

B fasoo Wrapsody - Personal - Microsoft Edge

1.6 Implementation Plan

Fasoo solutions implementation consists of 4 major
stages: Planning, Implem ion, Deployment and
Operational Support

derived from discovery

recommend and guide the custome
implementation strategie to support
the customer for the s lementation.

*For more information on proje

solution installation, integratio

stabilization, pl refer to the SOW template
content specified in “1.7 Professional Services”
section

4. Click the Expand button “' in the right sidebar menu to view detailed information about the file. You can

©

utilize the Version History © and Al Document Helper features by clicking on the icons.

2024 Financial Report.pptx
3.60 MB

& &

General
Owner (D)

Am  Amy (amy)
Date uploaded
04/29/2024 14:28
Modifier

Am . Amy (amy)

[ ] Date revised
° 04/29/2024 14:28
Permission
Revise Permission ()
|=>
Am
~
F @ Request Revise Permission

View Permission (1)

All

Download a file

1. When the mouse hovers over a file, the More icon appears on the far right side.
2. Click the More icon and select Download.
3. The file will be downloaded to the PC.
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Details

This provides both file info and file management capabilities. The information presented is identical to that

from the Wrapsody Client, but the displayed icons may vary based on your permissions for the file. For a

detailed description of the window display and provided features, refer to Details. Additionally, find

instructions on setting permissions for users in the Set Users section.

1. When you hover over a Wrapsody file or a plain file, a menu set appears on the right side.

2. Click the Details ) icon, and a Details window will appear.

Timeline

1. When you hover over a file, a menu set appears in the Owner column.

2. Click the More icon and select Timeline.

3. ATimeline window appears as below. (See Timeline and Timeline features for the description of items and

the provided features.)

Timeline

° GS Library - EDRM 101 Overview (45).pptx

Training - EDRM 101 Overview (45).pptx

Training - EDRM 101 Overview (45).pptx
GS Library - EDRM 101 Overview (45).pptx
GS Library - EDRM 101 Overview (45).pptx

1
45).pptx

GS Library - EDRM 101 Ov

Request for permission or actions

1.

When the mouse hovers over a file for which you want to request usage permission or actions, a menu set
appears in the Owner column.

Click the More icon and select Request.
When a Request window appears, select a request type (Revise permission, View permission, Transfer
File Ownership, End Editing) and enter a reason for the request.

Request

Universal Analytics Backup.docx
21.TKB

Select an item you want to request from the document owner (24821
View Permission Revise Permission Transfer File Ownership
End Editing

Enter a reason for request

Cancel

Click OK.
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Create a sharable link

1. When the mouse hovers over a file that you want to share with other users, a menu set appears in the
Owner column.

2. Click the Create Link¢ icon at the top.

3. The link will be copied to the clipboard.

Change a server file name

1. When the mouse hovers over a file for which you want to change the name, a menu set appears in the
Owner column.

2. Click the More icon and select Change Server File Name.
3. A Change Server File Name window appears.

Change Server File Name

Wrapsody file test

“ Cancel

4. Enter the name you wish to change to and then click OK.

Document Chat
1. When the mouse hovers over a file for which you want to initiate a chat, a menu set appears in the Owner
column.
2. Click the More icon and select Document Chat.
A chat room opens with the file name as the title.
GS Library - EDRM 101 Overview (45).pptx

™ GS Library - EDRM 101 Overv.

4. Enter a message you want to send and press the Enter key.

Move to Recycle Bin

1. When the mouse hovers over a file that you want to move to the Recycle Bin, a menu set appears in the
Owner column.

2. Click the More icon and select Move to Recycle Bin.
3.  When a confirmation dialog box for deletion appears, click Delete.

Delete

Do you want to move the document to Recycle Bin?

Delete Cancel
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Request permanent deletion

1. When the mouse hovers over a file that you want to delete permanently, a menu set appears in the
Owner column.

2. Click the More icon and select Request Permanent Delete.
3.  When a Request Permanent Delete window appears, enter a reason for the request.

Request Permanent Delete

Enter a reason for request.

Cancel

4. Click OK.

Check out on the web

1. When the mouse hovers over a file that you want to check out on Wrapsody Web, a menu set appears in
the Owner column.

2. Click the More icon and select Check out.
Note: The Check out menu is enabled only when the user has Revise permissions for the file. If the file has
been checked out on the PC, the Check out button on the web will be deactivated and invisible.

3. Click the button centered on the right side to access the Details, Version History, and Document Chat
tabs.

4. Finish editing the file and close the web browser. If multiple users have checked out the file on the web,
the file will be checked out with the most recent edits.

Note: If a file is currently being edited on the web by other users, you have the option to request the file
owner for End Editing. Conversely, if a user is editing a file and the owner ends the editing, the changes might
not be applied automatically.

5.3.2. Wrapsody Drive Web

Wrapsody Drive Web is a virtual folder system available through the web interface, providing an efficient way
to organize and manage Wrapsody Drive files. It synchronizes in real time with Wrapsody Drive and Wrapsody
Drive for Desktop, ensuring that your Wrapsody Drive files stay up-to-date across all platforms where you
access and manage them.

Home
Wrapsody Drive
Documents
g Wrapsody Drive v Folder
Leeliseok (jiseok) Name
G5 Business LeeJiseok (jiseok)
Company Drive
GS Business
Recent A0
Company Drive
Starred

Received View Alerts

Recycle Bin
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Wrapsody Drive structure

Personal Drive: File management space for the user’s files. It is displayed in the form of User name (User
ID) such as Fasoo Kim (fasoo.kim) for example.

Group Drive: File management space for files owned by the user's group. It is displayed in the form of the
team name or the group name. All members in the same group can access the Group drive, but sub-
folders can be accessed according to the permission that each user has.

Company Drive: File management space for files owned by the user's company. All members in the same
company can access the Company drive, but sub-folders can be accessed according to the permission that
each user has.

My Group: If the user holds the position of a direct manager of a group or a higher-level role, they will be
granted View permissions for the folders within the Group drive. Even if the manager lacks permission for
a specific folder, they can still access and view the group files via the My Group drive. They can also
request Revise permissions for sub-folders within group folders when necessary. The user's group drive is
shown in the My Group drive, but its sub-folders will not be displayed there. To check the sub-folders, the
manager needs to navigate to the group drive itself.

Company Drive ™ Gartner Symposium 2023 v Show Filter v
1selecedl &, W O % O v RPN Eil
Name Datemodified My permission  Modifier Preview
B Top Trends Impacting Infrastructure and Operations_Sym33.pdf 3days ago P L] o Download
[ Details
B 0pening Keynote_Sym3z2.pdf 3daysago P e
@© Timeline
Signature Series Top Strategic Technology Trends_Sym33.pdf 3days ago . M @ Request
Responding to Critical Changes in Apps Platforms and Archi_Sym33.pdf 3days ago . RG] & Createlink
& Change Server File Name adi-
B Manage Al Risks Before They Manage You_Sym33.pdf 3days ago P Mz -

{2 Document Chat

B How Generative Al Will Radically Change Applications_Sym33.pdf 3days ago /2 0D @ = )
i Move to Recycle Bin
W=
B Beyond the ChatGPT Hype Deploying Generative Al in the Enterprise_Sym3--- 3days ago pa Hxe () Request Permanent Delete
B Al Engineering The Secret to Delivering Al at Scale_Sym32.pdf 3days ago - “xg General

Owner
(2]
5 Hud (jiseok)

Date uploaded

Wrapsody Drive Usage
You can track the storage status and daily storage usage of Wrapsody Drive for each company, group, and

personal drive.

(@ wrapsody Eras Yoo madeeh tar 4 Advanced Search .

Wrapsody Drive Usage (

Total -5.068

48.6 KB used Total ¢

Daily storage usage

l* |@ - Last 1 month Last 3 months

Company/Group/Personal Drive Storage
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Displays capacity information, including allocated space and current usage (total size of latest file versions), for
the selected drive. It also shows the total size of all versions of each file.
* Daily storage usage

Graphically represents the daily storage usage of the selected drive. You can click on the bar graph icon ”HU or

line graph iconIA—/ to view the data in the desired graph type. Additionally, you can select the time period for
drive usage, making it simple to view data for that time.

Follow these steps to check the usage status of each drive.

Check company drive usage

1. Access the Wrapsody website.

Click Drive Usage from the left pane.
Right-click Company Drive.

Click Drive Usage.

vk wnn

Check the current company drive usage.

Check group drive usage
1. Access the Wrapsody website.

Click Drive Usage from the left pane.
Right-click the group drive tab, labeled with your group name.
Click Drive Usage.

vk wnN

Check the usage status of your group drive.

Check personal drive usage

1. Access the Wrapsody website.

Click Drive Usage from the left pane.

Right-click on the personal drive tab, labeled with your user name (ID).
Click Drive Usage.

vk wnN

Check the usage status of your personal drive.

Top icon menu

Choose the checkboxes to the left of the file icons to select files for use or management. Just above the Name
heading, an icon menu set will be enabled. This menu is visible to all, regardless of their permissions for the
file. Click each button to use your desired feature for the file. See Documents > Top icon menu for a more

detailed description of each feature.

Menu \ Item ‘ Description
o Download Download the Wrapsody file to your PC.
Delete the file from the Wrapsody Server. This automatically transfers it to the
Move to Recycle . . . . . .
T Bin Recycle Bin of the file owner and syncs with Wrapsody Drive, swiftly removing
the file from your Wrapsody Drive for Desktop as well.
Store files you frequently use or plan to access soon. You can access the files
Star easily and quickly on the Starred tab on Wrapsody Web whenever you need them
later.
N Unstar Remove the file from the Starred list.
y Al Document Al Document Helper analyzes Wrapsody files and Wrapsody Drive files based
Helper on Al technology.
(O Request Request permission or desired actions for the file.
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In addition to the icon menu at the top, an additional menu under the Owner heading becomes active when
you hover over a file. Refer to the table below for a description of options displayed based on your

permissions. For more detailed information on each feature, please see Documents > Additional menu.

View or higher

\ Item

Description
Opens the file in a Preview window without downloading it to the

Preview PC.
Download Download the Wrapsody file to your PC.
Check the details of the Wrapsody file, including the options
. available in the file management menu. You can check the list of
Details - . .
users who have permissions for the file and configure user
permissions and tags.
Timeline Manage Wrapsody files by version. You can also access both the
Usage Map and Branch Map for the file here.
Request Request permission or desired actions for the Wrapsody file.
Create link Create a link to share the Wrapsody file with other users.

Document Chat

Chat with users who have View/Revise permissions for the Wrapsody
file. The feature is exclusively supported in cases where Fireside is
installed.

Revise or higher

Change Server File

Change the name of the Wrapsody file on the server, and it will
seamlessly synchronize in real time with Wrapsody Drive,

Name immediately displaying the new name on your Wrapsody Drive for
Desktop.

Edit the file directly in the web interface without downloading it to

Check out your PC. This feature is available only when the web Office features

are connected and in compliance with company policies.

Move to Recycle

Delete the file from the Wrapsody Server. This automatically
transfers it to the Recycle Bin of the file owner and syncs with

File ownership

Bin Wrapsody Drive, swiftly removing the file from your Wrapsody Drive
for Desktop as well.
Request When the request is approved, the Wrapsody file will be deleted

Permanent Delete

permanently.

Details

Examine the details of a Wrapsody Drive file on Wrapsody Web. In terms of path information, the Details

window, accessed through the steps listed below, will exclusively show the path in Wrapsody Drive, even if the

file has another path on the user’s PC.

1. Click on Wrapsody Drive in Wrapsody Web.

2. Select the Personal, Group or Company Drive tab and go to a folder containing a file you wish to inspect.

3. Hover over a file, and the Details B icon will be activated on the right side.

4. Click the icon to reveal the Details window. For a description of each item in the Details window, see

Details.

Check permissions for a plain file

The permissions for a plain file within Wrapsody Drive can be inspected only through the following steps
within Wrapsody Web.

1. Click on Wrapsody Drive in Wrapsody Web.

2. Select the Personal, Group or Company Drive tab and go to a path containing the file you wish to inspect.

3. Hover over the file, and the Details @ icon will be activated on the right side.

Click the icon to reveal the Details window, where you can view users with Revise or View permissions.
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Details

Plain file_sample.xlsx
02K
4X|21 > Wrapsody

wdL B LO
General

Date revise

(2] [ 2]
F o RE (iseok) 11/08/2023 13:32 P 9Xg (jiseok)

Permission

5. Click Set User to access the Set User window as shown below.
Set User

x| (jiseok)

° Fasoo US Entity i MX|% (jiseok
@ Fasoo US Partner
GsEx
i Ns1E5
NS2ES
o Hg1ER

@ naoes

6. To check permissions for a folder containing the plain file, observe the users listed below the users with
permissions for the file on the right.

Move to Recycle Bin

To delete a file in the Wrapsody Drive section on Wrapsody Web, follow these steps. The deleted file will be
relocated to the Recycle Bin of the file owner on the server, which is accessible on Wrapsody Web, and it will
simultaneously disappear from your Wrapsody Drive for Desktop. If you have Write permission for the folder
containing the file, you can delete it, even if you are not the file owner. However, please be aware that the file
will move to the Recycle Bin for the file owner. Once the file is moved to the Recycle Bin, the file's permissions
inherited from the folder will be reset.

1. Click on Wrapsody Drive in Wrapsody Web.
2. Select the Personal, Group or Company Drive tab and go to a path containing the file you wish to delete.

3. Select the checkbox of the file, then click the Move to Recycle Bin T jcon that appears at the top.

Alternatively, hover over a file, then click the More icon activated on the right side and select Move to
Recycle Bin.
4. When a confirmation dialog box for deletion appears, click Delete.

Delete

Do you want to move the document to Recycle Bin?

DEECY Cancel

Wrapsody Cloud v5.9.2 User Guide | Page 73



FASOO

5. The file will disappear, being transferred to the Recycle Bin of the file owner on the server. To restore the
file, refer to Restore from Recycle Bin and Restore a Wrapsody Drive file.

Folder management features

If you hover over a folder, the More icon will be enabled.

Company Drive ~ Wrapsody v

Name Datemodified & Mypermission  Modifier

w 57 minutes ago
temp 1hours ago
test 4days ago

5days ago

Folder details
Select the Wrapsody Drive tab.

& Change folder name

0 Delete folder

11/21/2023 14:11

A Details window appears. For a detailed description of items in a folder's Details window, refer to Details.

2. Select the Personal, Group or Company Drive tab and hover over a folder.
3. Click the Details ™ icon activated on the right side of the folder.
4,

Details

o

General

® wnepen R

Permission

Search files or folders
1. Select the Wrapsody Drive tab.

2. Select the Personal, Group or Company Drive tab.

3. Click Show Filter at the top right.

Wrapsody Cloud v5.9.2 User Guide | Page 74



FASOO

GSAHE! v Show Filter v
Document 0- Folder9 ‘O Listcount: 15 v Ell
Name Date modified My permission  Modifier Details Timeline
Naming 2 months ago
GSAHE!
GS Library - Sales Project Support 2 months ago
FDI12023 4 months ago
Technical Document 4 months ago

Enter a folder or file name in the search box.
5. Search results will be displayed, including both folders and files that contain the entered input.

GSAtEE v
Keyword Naming Q
Period Last 1 day Last 1 week Last 1 month Last 3 months Last 1 year ‘ 0 Al |

Document7- Folder1 ‘O

Name Date modified My permission  Modifier
Naming 2 months ago
. E Naming - Fasoo Al Proxy vW.pptx 1 months age Sohn, Jason
B Naming and Pricing - Fasoo Crypto vW.pptx 6 months ago Sohn, Jason
. B Naming - Enterprise Backup and Recovery vW.pptx 7 months ago e

Create, delete or rename a folder

1. Select the Wrapsody Drive tab.

2. Select the Personal, Group or Company Drive tab and hover over a folder.

3. Click an option from the enabled menu on the far right side of the folder to perform following features.
e Add: Add a new folder under the selected folder.
e Change folder name: Rename the selected folder.

e Delete folder: Delete the selected folder.

Change permissions for a folder

1. Select the Wrapsody Drive tab.

2. Select the Personal, Group or Company Drive tab and hover over a folder.

Note: A user can change permissions only for folders for which the user has Write permission.

Click the More icon activated on the right side of the folder.

Click Set User.

Select the checkboxes on the right side of a group or user for which you intend to change permissions.
In the right pane, choose permissions you wish to grant (Read or Write) by turning on the toggle button

o v oA~ W

for a user or a group.
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Restore a Wrapsody Drive file

Set User

Ifi
-

-
| GSAUE
4

0
& Cha, SungHa (scha)
.

6 Jang, Henrick (hsjang)

9 Park, Yujung (yoojoi)

‘E‘;’ Sim, Teddy (teddy0531)

User

Ad  Administrator (admin)

m
7/\ GSAIHE

2]
=_ Cha, SungHa (scha)

-
n
é Jang, Henrick (hsjang)

FASOO

Permission

Folder manager
Write ()
Write ()
Read O

Click Apply to grant permissions for the selected user or group.

A deleted Wrapsody Drive file can be restored to its original folder.

w N

vk

Click the Timeline
In the box indicating file deletion within the folder usage history, click the Restore button, and the
corresponding file will be restored to its original folder.

W

Select the Wrapsody Drive tab.

©]

Timeline

Document 2 - Folder 3

Company Drive > Wrapsody > TW

7|9 (jiseok)

Moved test folder from Wrapsady to TW.

1 (jiseok)
Maved test folder from TW to Wrapsady

4519 (jiseok)

Moved te

r from Wrapsody to TW.

4|9 (jiseok)

Deleted cad.dwg.xt file.

0] tor 1 ©) Restore

A7 d (jiseok)
Removed 220l HWD folder

[0}

O 1 1 Restore

AR (jiseok)

Restored 2201 {WD folder.

5.3.3. Recent

icon.

Initialize Filter <

Show Filter v

Select the Personal, Group or Company Drive tab and hover over a folder.

Click the Details ™ icon activated on the right side of the folder, and the Details window will appear.

The list of recently checked-in files among the files for which the logged-in user has permission. However, files

that are accessible to all users will not appear in the Recent section, even if updates occur. For information

about icon and additional menu, see Document Sections and File Management > Documents.
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Home
Document
Wrapsody Drive

¢ (jiseok)
GSAIE!
Company Drive

K Recent
Starred
Send View Alert
Recycle Bin
Smart Cleaner
Request

Log

5.3.4. Starred

85

Recent

1selected &, &

File name

KOR-KOR-STYLEGUIDE.PDF

n KOR-KOR-STYLEGUIDE.PDF

I Fireside Resources.xlsx

# [ Wrapsody v5.9 User Guide 2023-8M KR _draft_2=%---

B 2023 3m270_4K12.xisx

7 B Key Task Items - GS Business_A{X|.xlsx
B Wrapsody v5.9 User Guide EN 244.docx
B WD 241 = CH010i 3% pptx

B overview for TW Jobs.xisx

B Top Trends Impacting Infrastructure and Operations:--

w ¥ Ov @

Lastrevised ¥

33 minutes ago

36 minutes ago

51 minutes ago

1hours ago

2 hours ago

2hours ago

2hours ago

3hours ago

22 hoursago

23hours ago

My permission

£

P4

N

N

Modifier

Hxy

“xg

“xg

Hxy

“xg

“xe

A

]

Rt

AN

Owner
Hxe
B
“xE
L]
A5
Axg
4xg
“xe
“xg

Axg

FASOO

Ustcount: 30 v Ell

Details  Version History

B2 Mcroson

P -

Guide

Preview

&, Download

[ Details

@® Timeline P
@ Request

@ Createlink

& Change Server File Name

( Document Chat

T3 Move to Recycle Bin

() Request Permanent Delete

11/17/2023 16:29

A list of files added to Starred will be displayed. For information about icon and additional menu, see

Document Sections and File Management > Documents.

G Wrapsody

Home

Document

Wrapsody Drive
/2! (jiseok)
GSAIYE
Company Drive

Recent

W Starred

Send View Alert

Recycle Bin

Smart Cleaner

Request

Log

Enter a keyword.

Starred

Lselected b, & ¥ D« @

File name

B Wrapsodyv5.9 User Guide 2023-8M KR_draft.docx
m DEV2-FDE-14_Fireside_214_Fireside_v1.5_UC.docx
n Translation_Memory_Management_QSG_en.pdf
B oHs2_=3ueteizlWrapsody v5.8 User Guide 2023--

+ [ A1Mc colE] =9t 242) (F365) - Fasoo.ppix

4} Advanced Search

Last revised

1days ago

4weeks ago

3 months ago

3 months ago

4 months ago

My permission

r4

o

Modifier

ol+g

E3:0

A

4x

Sohn, Jason

Show Filter ~

listcount: 30
Owner Details  Version History
b ¢ &
Preview
EHA
& Download
Hx|
¥ [ Details
x| @ Timeline
e2
Request
Sohn, Jason © Req
@ Createlink
& Change Server File Name
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5.3.5. Received View Alerts
A list of files for which other users have requested your viewing will be displayed

1. Go to Received View Alerts.

Show Filter v

2. Click located at the top right. This action will activate search filters, enabling you to perform a
detailed search.

Send View Alert

My permission Owned by me Revise Opened

File format m n ﬁ a ﬁ B

File name Q

Reset O

3. Based on the selections you make for My Permission and File Format, along with your input for File Name,
a list of View Requests will be shown.

4. Check the checkboxes of each item on the list and click Move to Recycle Bin on the top right to delete the
View requests.

5.3.6. Recycle Bin
A list of files deleted, whether in Wrapsody Web or on Wrapsody Drive for Desktop, will be displayed. You can
restore files or request permanent deletion for them.

Review details

When you select the name of a deleted file in the Recycle Bin, a Details section will emerge on the right,
providing file details like owner, uploaded date, and last modifier. For Wrapsody Drive files, the previous
location in Wrapsody Drive before being moved to the Recycle Bin will be indicated under the Location
heading.

1. Go to Recycle Bin.
2. Alist of deleted file will be shown.
3. Click on the file name, and the Details pane will appear on the right.
Version History
cad.dwg.txt

Location

Company Drive > Wrapsody > TW

General
Owner
A (jiseok)

Date uploaded
11/13/2023 14:06

Modifier

Date revised

11/13/2023 14:06
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Check version history

Review details and usage history for each version of a deleted file.

P wnN R

Go to Recycle Bin.

A list of deleted file will be shown.

Click on the file name, and the Details pane will appear on the right.
Click the Version History tab located on the right.

Details

KOR-KOR-STYLEGUIDE.PDF

2044 KE

KOR-KOR-STYLEGUIDE.PDF
920.44 KB

KOR-KOR-STYLEGUIDE.PDF
16.64 KE
AXS 11/17/2023 16:33

{ read

KOR-KOR-STYLEGUIDE.PDF

Restore from Recycle Bin

1.

2.
3.
4

Go to Recycle Bin.
A list of deleted files will be shown.
Choose the checkboxes to the left of the files you wish to restore.

']
To restore multiple files, click the Restore ™~ icon at the top. Alternatively, for a single file, click the More

icon at the far right and select Restore.
When a restoration confirmation dialog box appears, click Restore. Upon successful restoration, the file
will no longer appear in the list. For Wrapsody Drive files, they will be restored to their previous paths in
Wrapsody Drive for Desktop as well.
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Restore a Wrapsody Drive file with no original folder
In situations where the original folder that previously contained a deleted Wrapsody Drive file is no longer
available, you have two options: either restore the original folder if possible, or alternatively, restore the file to

a path in your Personal Drive by following the steps below.

1
2.
3.
4

6.
7.

Go to Recycle Bin.
A list of deleted files will be shown.
Choose the checkboxes to the left of the files you wish to restore.

el
To restore multiple files, click the Restore ™~ icon at the top. Alternatively, for a single file, click the More

icon at the far right and select Restore.
When a restoration confirmation dialog box appears, click Restore. Then the Restore File window will
appear.

Restore File

© 0out of 1files restored succesfully.

For the failed flies, the restoration process failed because the
folder in which the they were previously located na longer exists.

You can restore the file or files to Wrapsody Drive only when the
original folder exists in Wrapsody Drive. Alternatively, if you want
to restare the file or files to your personal drive, click Next and
proceed with the restoration.

Click Next.
Select a folder within your Personal Drive to restore the file to. Then click Apply.
Restore File
B 4% (jiseok)
BB Folder creation test
B8 Gartner Symposium
B8 Knowledge Sharing
mw (o]

BB Wrapsody

File permissions will be reset following the
@ = Cancel
restoration process

The file will be restored to the selected path in both Wrapsody Drive Web and Wrapsody Drive for
Desktop. Note that the file's permissions will inherit from the folder you choose for the new path, while
still retaining any previously set permissions through the Set Users window (Refer to the Rules of
permissions granted to Wrapsody Drive files).

Request permanent deletion

g

s w

Go to Recycle Bin.
When you hover over a file that you want to delete permanently, a menu set appears on the right.

Click the More icon and select Request Permanent Delete.
When a Request Permanent Delete window appears, enter a reason for the request.
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Request Permanent Delete X

Enter a reason for request.

Cancel

5. Click OK.

5.3.7. Quick Menu

A context menu set will appear when you right-click a file in the search results. See Documents > Additional
menu for a more detailed description of each feature.

Item Description

Preview The file will be open in a preview mode within web browser.
Download The file will be downloaded to the PC.
Details The details about the file will be displayed (See Details).
Timeline The h'istory of file changes and usage will be displayed in time sequence (See
Timeline).
Request You can request Revise or View permission for the file.
Create link Create a link to share the file with other users.
Change Server

File Name Change the name of the Wrapsody file on the server.

Chat with users who have View/Revise permissions for the Wrapsody file. The
feature is exclusively supported in cases where Fireside is installed.

The file can be edited in the web interface This feature is visible according to
administrative rules.

Document Chat

Check out
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5.4. Al Document Helper

Note: Please contact your Wrapsody administrator to utilize this feature.

Al Document Helper analyzes Wrapsody files and Wrapsody Drive files based on Al technology. You can freely
ask questions about files to Al Document Helper and easily get answers.

Al Document Helper can analyze up to five documents simultaneously. It supports various text files including
MS Office, Hangul, PDF, and TEXT files.

Route 1. Document list

You can utilize the Al Document Helper feature in document lists such as Home, Documents, Wrapsody Drive,
Recent, Starred, Received View Alerts, Group Document (for group heads only), and search results on the
Wrapsody website.

Access the Wrapsody website.

Click on the desired tab in the navigation menu to navigate to a document list.

Select the checkbox next to the document you want to analyze (multiple selections allowed).

Click on the Al Document Helper button that will appear at the top.

The Al Document Helper window will appear with the selected document. You can drag and drop additional
documents to add them.

6. Click on the guided questions or type your question directly and press Enter.

7. Al Document Helper will generate and provide answers.

ukhwN e

Note: You can also open the Al Document Helper window by clicking the Al Document Helper button e at
the bottom right of the page displaying a document list. You can then drag and drop documents to add them.
On the Home page, the Al Document Helper window opens only when you click the button.

Route 2. Preview browser

You can utilize Al Document Helper within the document preview window as well. However, please note that
you can only pose questions related to the document being previewed, and you cannot add additional
documents for analysis.

Access the Wrapsody website.
Click on the desired tab in the navigation menu to navigate to a document list.

Click on the More button ~~~ for the document you want to analyze.
Click on Preview.

Click on the Al Document Helper tab on the right.
The Al Document Helper pane will expand.
Click on the guided questions or directly input your question and press Enter.

N AW N

Al Document Helper will generate and provide answers.

5.5. Smart Cleaner

Smart Cleaner intelligently filters out ROT (Redundant, Obsolete or Trivial) files, significantly reducing
redundant and unnecessary files, thereby enhancing productivity and security. GCC Recommendation enables
you to download, share, organize, exempt and delete files that are recommended for GCC (Garbage Content
Collection).

5.5.1. GCC Recommendation
A list of files recommended for GCC is displayed. Select files you wish to organize from the list and either
delete or exempt them from GCC.
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1. Go to Smart Cleaner > GCC Recommendation.
2. Select a tab (All, Obsolete, Similar, Exempted) at the top according to the desired GCC type to view.
3. Thelist below is updated according to the selected tab.

Sh Filt ~
4. Click " lto perform a thorough search using file names or tags.

5. Select the checkbox to the left of a file that you intend to organize. This will prompt the following
Download, Exempt and Remove buttons located just above the File name heading

2selected Y, @ ]i[

6. Refer to the GC type of the selected file to exempt or delete the file.

Item Description

Similar files Files that are derived from another document and have identical content to the original.

Obsolete Files that have not been used for more than a year.

Exempt Obsolete Files

1. Select the checkbox to the left of a file that you intend to exempt from the files recommended for GCC in
the Obsolete tab.

2. Check the Counts column to see the number of unused versions out of total versions.
E.g.: If the count is 1/3, it indicates the file have a total of three versions, with one version being a file
that has not been used for an extended period.

3.  Click the View Targets button on the right of GC Type. The button is enabled only for Obsolete-type files.

4.  You can review the content of the specific version through the web preview.

5. Toexempt a file, select the checkbox to the left of the file and click the enabled Exempt® button at the
top.

6. The version is excluded from the GCC recommendation list.

7.  The files that have been exempted will appear in the Exempted tab.

Delete Obsolete Files

1. Select the checkbox to the left of a file that you intend to exempt from the files recommended for GCC in
the Obsolete tab.

2. Check the Counts column to see the number of unused versions out of total versions.
E.g.: If the count is 1/3, it indicates the file have a total of three versions, with one version being a file
that has not been used for an extended period.

3. Click the View Targets button on the right of GC Type. The button is enabled only for Obsolete-type files.

4. You can review the content of the specific version through the web preview.

5. To delete afile, select the checkbox to the left of the file and click the enabled Remove@- button at the
top.
When a confirmation dialog box for deletion appears, click Delete.

7.  The files will be relocated to the Recycle Bin.

Exempt Similar Files
1. Select the checkbox to the left of a file that you intend to exempt from the files recommended for GCC in
the Similar tab (multiple selections allowed).

2. To view the content of GCC target files, click the enabled Preview = icon next to the GC Type.
3. Click the button on the far right side to see a list of similar files that have duplicate content with the

GCC target file. By clicking the Download & icon of the file for each version, you can compare content
with the GC target file.

4.  Click the Exempt ©) button if you want to keep the file as the GCC target file.
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The file will be excluded and disappear from the GCC recommendation list. The files that have been
exempted will appear in the Exempted tab.

Delete Obsolete Files

1.

Select the checkbox to the left of a file that you intend to delete from the files recommended for GCC in
the Similar tab (multiple selections allowed).

To view the content of GCC target files, click the enabled Preview = icon next to the GC Type.
Click the button on the far right side to see a list of similar files that have duplicate content with the
GCC target file. By clicking the Download % icon of the file for each version, you can compare content

with the GC target file.

Click the Remove .@- icon at the top if you think the file is an unnecessary duplicate.
The file will be deleted and relocated to the Recycle Bin.

Cancel Exemption

1.

Select the checkbox to the left of a file for which you intend to cancel the exemption from the files
recommended for GCC in the Exempted tab (multiple selections allowed).

Click the Unexempt Q icon at the top.
The file will no longer appear in the Exempted tab and will instead be moved back to the Obsolete or
Similar tab.
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5.6. Request

You can review requests that you have submitted and are pending approval, or those that you have received
and have already been approved or rejected. My requests shows the list of requests submitted by the logged-
in user. For requests that have not yet been approved, you have the option to withdraw them.
Approve/Reject shows the list of requests the logged-in user has received from other users. Within this
section, the logged-in user has the authority to either approve or reject these requests.

5.6.1. My Requests
My requests shows the list of requests submitted by the logged-in user.

1. Go to Request > My Requests. Click the Pending tab to view the pending requests, and click the Compete
tab to see the already approved or rejected requests.

Sh Filt v
2. Click " “located at the top right. This action will activate search filters, enabling you to perform a

detailed search.

My Requests : Pending Hide Filter A

End Editing Transfer File Ownership Revise Permission View Permission Permanent Deletion Transfer Folder Ownership
Export Original

Lastlmonth | @ Last 6 months Last 1 year Custom period

3. Select items from Request type and specify Period by choosing a time option. For Folder/File name, enter
folder or file names in the search box and then press the Enter key to include them as search terms. For
Owner, you can enter a name in the search box and select the intended user from the search results
below.

Request type Description

End Editin When approved, the user who has checked out and has been revising
g the file will cease editing the file.

Transfer File

. When approved, the requester will become the owner of the file.
Ownership

When approved, the requester will be granted Revise permission for
Revise Permission PP ! q g P

the file
View Permission Whep approved, the requester will be granted View permission for
the file
Permanent . .
. When approved, the file will be deleted permanently from the server.
Deletion
Transfer Folder .
. When approved, the requester will become the owner of the folder.
Ownership

This request type is applicable exclusively in a Wrapsody Cloud
Enterprise plan or higher-level plans, where Export Original is
restricted. If approved, the requester is permitted to unwrap the file
and export it as an original only once.

4. Thefile list is refreshed based on the specified conditions.

Export Original

5. To cancel unapproved requests in the Pending tab, simply select the checkbox to the left of the request

you want to cancel, and then click the Cancel Request]ir icon.

5.5.2. Approve/Reject
Approve/Reject shows the list of requests the logged-in user has received from other users.
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Go to Request > Approve/Reject. Click the Pending tab to view the pending requests, and click the

Compete tab to see the already approved or rejected requests.

Show Filter v

Click located at the top right. This action will activate search filters, enabling you to perform a

detailed search.

Approve/Reject : Pending

Hide Filter A

End Editing Transfer File Ownership Revise Permission View Permission Permanent Deletion Transfer Folder Ownership

Export Original

Lastlmonth | @ Last 6 months Last 1 year Custom period

Select items from Request type and specify Period by choosing a time option. For Folder/File name, enter

folder or file names in the search box and then press the Enter key to include them as search terms. For

Owner, you can enter a name in the search box and select the intended user from the search results

below.

Request type Description

End Editing

When approved, the user who has checked out and has been revising
the file will cease editing the file.

Transfer File
Ownership

When approved, the requester will become the owner of the file.

Revise Permission

When approved, the requester will be granted Revise permission for
the file

View Permission

When approved, the requester will be granted View permission for
the file

Permaf\ent When approved, the file will be deleted permanently from the server.
Deletion
Transfer Fo!der When approved, the requester will become the owner of the folder.
Ownership

Export Original

This request type is applicable exclusively in a Wrapsody Cloud
Enterprise plan or higher-level plans, where Export Original is
restricted. If approved, the requester is permitted to unwrap the file
and export it as an original only once.

4. Thefile list is refreshed based on the specified conditions.

5.

To approve or reject pending requests in the Pending tab, just check the checkbox next to a request, and

then click the respective Approve or Reject icon.
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5.7. Log

Your file usage log is accessible in My Usage. In Owned Document, you can observe activities performed by
other users on files owned by you.

5.7.1. My Usage

1. Goto Log > My Usage.

2. Thelist of the recently used document by the logged-in user is displayed, along with the following search
filters positioned at the top.

My Usage

Type View v

Period Last 1 month ‘ © Last 3 months ‘ Last 6 months Last 1 year Custom period
File name Q Owner

3. From the Type dropdown, select either file usage or management options.

My Usage

Type View v

Period View inths

File name Change permission Q
Change tag 1

Change owner
File name Version
Export original

GSLbrary-E o\ branch 2
Fasoo Interna  Create link
Change file name
T} 2tok(Fano
Modify my drive
T} 2t0HFano
Modify file in my drive

Wrapsody v5.8 User Guide 2023-7TM KR.pdf 7

4. Specify Period by choosing a time option. To conduct a search by File name, input the desired name in the
search box and press Enter. Similarly, you can enter a file owner’s name in the search box and select the
intended user from the search results below.

5. The usage history list is refreshed based on the specified conditions.

6. To export the list of your file usage history to an Excel file, click Export at the top right corner of the page.
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5.7.2. Owned Document
1. Goto Log>Owned Document.

2. Thelist of the files owned by the logged-in user is displayed, along with the following search filters
positioned at the top.

Owned Document

Type View v
Period Last 1 month © Last 3months Last 6 months Last 1 year Custom period
File name Q Viewer

3. From the Type dropdown, select either file usage or management options.

Owned Document

Type View v

Period View inths
File name Change permission Q
—— Changetag T

Change owner
File name Version
Export original

Fireside R 4
reSIGERESOT | ink branch
Wrapsody v5.  Create link
Change file name
Bus Schedule

Delete document
Fireside Reso! 3
Copy to the latest version

Wrapsody v5.  Delete version

4. Specify Period by choosing a time option. To conduct a search by File name, input the desired name in the
search box and press Enter. Similarly, you can enter a file owner’s name in the search box and select the
intended user from the search results below.

5. The usage history list is refreshed based on the specified conditions.

6. To export the list of your owned file usage history to an Excel file, click Export at the top right corner of
the page.
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5.8. Analytics

In Analytics, you can have an at-a-glance view of usage patterns and trend analysis. This can be achieved
either across the entire organization or by focusing on specific targets, all based on statistical data.

5.8.1. Analytics[Organization]
Analytics[Organization] shows weekly analysis concerning the comprehensive usage of Wrapsody files across
the company.

’ Wrapsody Enter a keyword H Advanced Search

Analytics : All Employee Show Filter v

sged (Inbour Engaged (Outbour
Top 10
rage 14.8 Average 18 Average 2.7 Average 2.7 *® Bedsedy

Activities 5983 Activities 893 Activities 893

A

Act

244 (ddukddi) 180

Usage Trend ( 08/20/2023 ~ 08/26/2023 ) i & yhandcontact) 116

P ) 5% 0IF% (j006392) 90
Approve/Relect W3 ZMsl (tpgmi3939) 74
. AR (yjkeem) 1
29 #=d (hyhan) 66

’ i i I [ il i e

See the table below for additional details regarding the Analytics[Organization] section.

Item Description

Click ™™ " Jocated at the top right corner to view the available Period
options. Select from options including Last 1 week, Last 1 month and Last
Duration 1 year. The statistical data will be then displayed base on your selected
period. Click Custom period and specify the period by setting the Start
Date and End Date manually.

Activities: The total number of times employees have checked in files
Average: The total number of Revise divided by the total number of users.
Activities: The total number of times employees have viewed files
Average: The total number of View divided by the total number of users.
Activities: The number of times that the total employees have viewed a file
within a period set on the server since the date the file has been checked
in.

Average: The total count divided by the total number of users

Activities: The total count of users who have been granted with View or
Revise permissions within the designated period since the date when the
file was checked in.

Average: The total count divided by the total number of users

The graph illustrates the daily counts trend of Revised, Viewed, Engaged
(Inbound) and Engaged (Outbound) during the selected period.

Top 10 - Revised Ranking of the top 10 users who have checked in files most often

2

Revised

Viewed

Engaged (Inbound)

Engaged (Outbound)

Daily Usage Trend

Wrapsody Cloud v5.9.2 User Guide | Page 89



5.8.2. Analytics[Group]

You can compare your usage analysis results with the average either of the organization or the group you

belong to.

§ wrapsody

Analytics : Users/Groups

DevDept. Wrapsody Proficiency Index

vsTSubDept

0.7

FASOO

11} Advanced Search

Show Filter

Compare to Company ¥

VST Usage Trend ( 08/20/2023 ~ 08/26/2023 )

Use by Target

See the table below for additional details regarding the Analytics[Group] section.

Item Description

Show Filter v

Click located at the top right corner to view the
available Period options. Select from options including Last 1
week, Last 1 month and Last 1 year. The statistical data will be

Duration
then displayed base on your selected period. Click Select
period and specify the period by setting the Start Date and End
Date manually.
. The number of times you have checked in files within the
Revised .
selected period.
. The number of times you have viewed files within the selected
Viewed ;
period.
Summar Engaged The number of times that you have viewed a file within a
v gag period set on the server since the date the file has been
(Inbound) .
checked in.
The total count of users who have been granted with View or
Engaged Revise permissions within the designated period since the date
(Outbound) P & P

when the file was checked in.

Tags per doc

The number of tags added per owned file during a set period
(Required, Optional, user tags all combined)

Users per doc

The number of users you have granted View or Revise
permission per owned file during a set period

Wrapsod
.p. v The number of times you have sent a View request during a set
Proficiency Alerts sent )
period
Index D ¢
ocuments ) . .
The number of files you have deleted during a set period
deleted

Branches created

The number of times you have created a branch file during a
set period

Daily Usage Trend

The graph illustrates the daily counts trend of Revised, Viewed,
Engaged (Inbound) and Engaged (Outbound) for chosen users
or groups during the selected period.
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6. Wrapsody Drive for Desktop

Wrapsody Drive for Desktop, accessible on your PC, is made for efficiently managing all your Wrapsody Drive
files in a structure that looks like File Explorer. It is presented as Wrapsody Drive (W:) in This PC, and it syncs

smoothly with Wrapsody Drive and Wrapsody Drive Web. The personal drive (displayed by user name and ID),
group drive (displayed by group name), and the company drive are visible. Additionally, for group heads, the

drive of their managed group is also displayed.

== Wrapsody Drive (W:) X +

@ New T Sort ~ = View v

€« v /4 mm > ThisPC > Wrapsody Drive (W) »

Projects Name Date modified Type Size

Wrapsody v5.8 User Guide Company Drive File folder

Wrapsody v5.8 User GSAtHE File folder

AR & (jiseok) File folder

~ [ This PC
> = Local Disk (C3)
> == Wrapsody Drive (W)

> S Network

3 items.

6.1. Check Wrapsody Drive Usage Status

There are storage limits for each company, group, and personal drive in Wrapsody Drive. You can view
information about the storage limits and the currently used storage space for each drive.

Note: If storage space is running low, you may not be able to save new files to the drive. However, creating a

new version by checking in existing files is still permitted.
Wrapsody Details

Company Drive

WrapsodyDriv
Storage

Total Used

3968

40.4 MB used (Total capacity of all file versions : 41.8 MB

Close
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* Total
The allocated storage limit for the drive.
* Used

The storage currently occupied, representing the combined size of the latest versions of files.
* Free

The remaining storage space.
* Total capacity of all file versions

The total capacity of all versions of all files in the drive.

Follow these steps to check the usage status of each drive.

Open File Explorer.

Right-click on the personal, group, or company drive in Wrapsody Drive (W:).
Select Drive Properties.

The details window for the respective drive will appear.

il .

Note: The Drive Properties is not enabled for subfolders within each personal, group, or company drive.

6.2. File Management

In Wrapsody Drive for Desktop, you can right-click a file to access a menu for managing files.

Manage Wrapsody eCo Document >

=

Open Wrapsody Document

-

Open Wrapsody Local File

)]

Open Wrapsody File Preview

=

Manage Wrapsody File

=

Synchronize All Files In Same Folder

Convert to Link File

B &

Wrapsady - Quick Menu >
Copy as path

6.2.1. Synchronize all files in the same folder
Wrapsody Drive for Desktop automatically syncs with the Wrapsody Server in real time, ensuring files are
always up-to-date. Additionally, you can manually synchronize files in Wrapsody Drive for Desktop.

Open File Explorer.
Select the Personal, Group or Company Drive located within Wrapsody Drive (W:).
Right-click a file within the drive and select Synchronize All Files in Same Folder.

P wnN PR

All files, including the selected file, in the folder will synchronize.

6.2.2. Manage a file as link files

In Wrapsody Drive for Desktop, you can store files by converting them into link files. Link files occupy zero
memory space and function as shortcuts, distinguished by a green overlay mark ¢ at the bottom left of the
icon.

E.g.:- Dor -~ |

Convert to a link file

1. Open File Explorer.

2. Select the Personal, Group or Company Drive located within Wrapsody Drive (W:).

3. Right-click on a file within the drive and select Convert to Link File.

4. The file will transform into a link file, marked with the green overlay at the bottom left of the icon.
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Convert to an actual file
1. Open File Explorer.
2. Select the Personal, Group or Company Drive located within Wrapsody Drive (W:).

3. Double-click and launch a file with the green overlay (e.g., - ).
4. The file will be downloaded from the server and converted into the actual file, with the overlay
disappearing.

6.2.3. Manage plain file history
You can view the version history of plain and unwrapped files in Wrapsody Drive and download each version.

Open File Explorer.
Select the Personal, Group or Company Drive located within Wrapsody Drive (W:).
Right-click a file within the drive and select Plain Document History.

P wnNR

The Plain Document History dialog pops up, showing the version history.

6.2.4. Rules for Wrapsody Drive File Permissions

* Inheriting Folder Permissions
Files in Wrapsody Drive inherit permissions from their respective folders. Write permissions for a folder
automatically grant Revise permissions to users for the files within, and Read permissions grant View
permissions. If folder permissions change, the corresponding file permissions will adjust accordingly. It is
important to note that file owners are unable to delete or change the manager of the folder containing
the file.

* Separate Configuration of Permissions
File owners can independently configure permissions through the Set Users window, and these settings
remain unaffected by permissions automatically inherited from the folder. These separately set
permissions remain unchanged even if there are changes to the folder permissions.

*  Priority of Permissions
The user's final permission for a file is decided by whichever is higher between the automatically inherited
permissions from the folder and the separately configured permissions set by the file owner. This ultimate
permission is displayed in the Permission section of the Details window.

Example: If you have Revise permission for a file in a folder where you only have Read permission, the
inherited permission from the folder is View. However, since you already have Revise permission for the file,
the Details window will show you as a user with Revise permission.

6.2.5. Save a file to Wrapsody Drive

Save your file directly to Wrapsody Drive.

1. Open an application such as Word or PowerPoint on your PC to create a new file.

2. Enter your content and click the Save button.

3. Onthe Save page, click the Browse button.

4. Goto afolder in Wrapsody Drive for Desktop, choose a folder where you have Write permissions, and
click Save in the Save As dialog.

5. Your file will be saved in the selected folder. Please note that the user creating and saving the file will be
the file owner, and the file permissions will inherit the permissions of the chosen folder (Refer to Rules for
Wrapsody Drive File Permissions).

6.2.6. Copy afile
You can copy a file if you have View or higher permissions (or Revise permissions, depending on the server
settings). After copying it, you can paste the file either within your Drive or transfer it between Wrapsody
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Drive and external locations. Refer to the accompanying diagram to visually understand the outcomes of
copying and pasting a file within Wrapsody Drive or between Wrapsody Drive and external locations.

PC

@ Wrapsody orive

[ Folder1

123 — 173

7 Folder2 !

File
456

N
o
(o)
wu
g}
~
4

» File name

123 - -Fileip

Outcomes

*  Wrapsody Drive to Local path: A file with the identical file ID will be created in the local path, retaining the
same file permissions.

* Local path to Wrapsody Drive or Within Wrapsody Drive: A branch file under the same file name but with
a different file ID will be created. The user who copies the file becomes the file owner, and the file
permissions set before are reset. The file will inherit the permissions of the destination folder (Refer to Rules
for Wrapsody Drive File Permissions).

* Plain files: They remain as plain files after being pasted, or will be wrapped according to the Wrapping
policies.

*  Plain files in Wrapsody Drive: For plain files, which are also Wrapsody Drive files, the file permissions can
be checked on Wrapsody Drive Web (Refer to Check permissions for a plain file).

6.2.7. Move afile

Users with file managing permissions, including the folder owner, file owner, head of group, and
administrators, can move files to a folder for which they have Write permissions within Wrapsody Drive.
However, this movement is only available within their Personal, Group, or Company drive respectively. The file
ID will remain unchanged. Additionally, separately set file permissions will not be changed, inheriting
permissions of the destination folder simultaneously (Refer to Rules for Wrapsody Drive File Permissions).

Note: Moving files directly between Wrapsody Drive and local folders outside the Drive is not possible. If users
try to move a file between these locations, the outcomes will mirror those of copying files between them

(Refer to Copy files).

6.2.8. Rename a file in Wrapsody Drive
Rename a file for which you have Revise permission in Wrapsody Drive for Desktop.
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Open File Explorer.

Select the Personal, Group or Company Drive located within Wrapsody Drive (W:).

Right-click either a plain or Wrapsody file within the drive and select Rename.

Enter the new name and press the Enter key.

The file name will change, and the Drive will synchronize, promptly updating the file name on Wrapsody
Drive Web to reflect the modification.

6.2.9. Delete a file from Wrapsody Drive
Delete files within a folder where you have Write permission in Wrapsody Drive. If you are not the file owner,

an email or push message will be sent to the file owner when the file is deleted.

Open File Explorer.

Select the Personal, Group or Company Drive located within Wrapsody Drive (W:).

Right-click either a plain or Wrapsody file within the drive and select Delete, or simply press the Delete
key.

The file will disappear from Wrapsody Drive for Desktop, relocating to the file owner’s Recycle Bin on the
server.

Note: When a file is deleted from Wrapsody Drive, it goes to the file owner’s Recycle Bin on the server,

resetting the file permissions inherited from the folder. The file owner can restore the file from the Recycle Bin

or initiate a request for permanent deletion (Refer to Restore a Wrapsody Drive file, Restore from Recycle Bin,

and Request permanent deletion).

6.2.10. Restore a file to Wrapsody Drive
Users who have Write permissions for a folder can restore a deleted file within the folder.

5.

Open File Explorer.

Right-click the folder that previously contained the deleted file you want to restore in Wrapsody Drive for
Desktop and then select Folder Properties.

When a Wrapsody Details window appears, click the Timeline tab located at the top.

Within the file deletion record box, click Restore.

Wrapsody Timeline

™

M (iseok)

MX1% (jiseok)

44X (jiseok)

4K (jiseok)
AXI® (jiseok)

AXI% (jiseok)

The deleted file will be restored.
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6.3. Folder Management

A folder in Wrapsody Drive for Desktop can be administered by either the assigned folder manager or a user
with appropriate permissions for that folder. These users have the authority to perform actions such as
deleting, moving, and copying the folder, configuring folder permissions, and renaming it. However, the ability
to rename, move, delete a folder, and set folder permissions may be granted specifically to the folder manager
based on the server settings.

6.3.1. Manage folders
You can manage folders by accessing either the Details or Timeline tab within the Properties window.

Details

1. Open File Explorer.

2. Right-click a file in Wrapsody Drive (W:) and select Folder Properties.
3. A Wrapsody Details window appears.

Wrapsody | Details

GS Library - Internal Policy

Document 12 + Folder0 GSAF2IENGS Library - Internal Policy
General
Folder Manager Date created Date modifed
a Sohn, Jason (jasen) 2021-10-06 11:15 2021-10-06 11:17
@ Re hip

Permission

@ Set Users

Write Read

e Add users and assign permission

Close

Basic info: Displays the folder structure in Wrapsody Drive, indicating the number of nested folders

and files, along with the folder path. A Delete@- icon is visible only to users with the necessary
permissions to delete the folder. Note that attempting to delete files by clicking the Delete icon within the
folder will not work if there are files present.

General: Displays information such as the folder manager’s identity, creation date and modification

Reanect Ownerchin
request Uwnersnip

date. If you are not the folder manager, will be enabled. For more details, refer to

Request folder ownership.

Set Users .
® " will be

Permission: Lists users or groups with Write or Read permissions for the folder.
enabled for users who have the authority to configure folder permissions, allowing them to set
permissions for each user or group. Please note that this Set Users button will be disabled for the Personal
Drive, as only the drive owner has the authority over the folders within. For more details, refer to Set

folder permissions.
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Timeline

1. Open File Explorer.

2. Right-click a file in Wrapsody Drive (W:) and select Folder Properties.

3. When a Wrapsody Details window appears, click the Timeline tab located at the top.

Wrapsody Timeline

Wrapsody

Document 0 - Folder 3

GSAIYE > Wrapsody

Initialize Filter ‘O Hide Filter ~

[+ I} (- B B30 [ B (o B Bo Bo Bo 8o [

“x|d (jiseok) 11/17/202317:14
(0]
Restored Restore folder.
Mx| < (jiseok) 11/17/202317:11
X
Removed Restore folder.
2 MZ|H (jiseok) 11/17/2023 17:11
- Renamed folder from TW - Copy to Restore
M%|H (jiseok) 11/17/2023 17:11
+
Created TW - Copy folder.
“x|H (jiseok) 11/10/202317:14
+
Created test folder.
e MZ|H (jiseok) 11/10/2023 17:14
Created TW folder
Close
. . Show Filter v . . . . .
Filter: Click at the top right corner of the Timeline tab to reveal 10 filters in the form of

icons. Hovering over each icon will display the corresponding filter name. When you select filters such as
Create Folders, Change Folder Name, Move Folders, Remove Folder, Restore Folder, Add file, Delete file,
Restored file, Move file and Renamed file (from left), whether one or multiple, the history of folder
management actions associated with those filters will appear.

Folder history: Every history record displays the users who carried out folder management actions,
the type of management action taken, and the timestamp of the action.

Set folder permissions
A folder manager or a user with Write permissions for a folder can assign permissions for each user and group.
However, this action might be restricted to the folder manager depending on the server settings.

Open File Explorer.
2. Right-click a file in Wrapsody Drive (W:) and select Folder Properties.
A Wrapsody Details window appears.

&

. Set Users . o e . . .
4. Click ® ® in the Permission section, and a window will appear as shown below.
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Set Users

™w
Company Drive\Wrapsody\TW
Add User/Group
O yxa (jiseok)
° Fasoo US Entity ead L\_)
4 @ fasoo.com sm - Jenik, Aviram (aviram) Read 1)
° Fasoo US Entity
4 o Fasoo US Partner

M Jenik, Aviram (aviram)
No  Noam (noam)
Gse

| Communication'®

. I

Select users or groups either in the Select from group or Favorites tab, and the chosen users or groups
will be added to the list on the right.

Click the toggle button to select Read or Write permission to grant.

To apply the newly set or revised permissions, click Apply. To discard changes, click Cancel.

Request folder ownership

Users who are not the manager of a folder but have permissions for it can request folder ownership from the

folder manager. Once ownership is transferred, the previous folder manager will be automatically granted

Write permission for the folder.

HwnNe

6.
7.

Open File Explorer.

Right-click a file in Wrapsody Drive (W:) and select Folder Properties.

A Wrapsody Details window appears.

Click Request Ownership under the Folder Manager’s identity in General.

General

Folder Manager
(=]
- Jang, Henrick (hsjang)

(; Request Ownership

When a request window appears, enter a reason for the request, and click OK.

Request Ownership

n Cancel

When the request completion window appears, click OK.
If the folder manager accepts the request, the requester will become the new folder manager.
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6.3.2. Create a folder in Wrapsody Drive

Users can create a folder in their Personal, Group, or Company Drive. If the folder is created in a location
where you have Write permissions within the Group or Company drive, you automatically become the folder
manager, inheriting permissions from the parent folder.

1. Go to File Explorer > Wrapsody Drive (W:).
2. Enter either your Personal Drive (displayed as "user name (user ID)"), your Group Drive (displayed as the
group name), or Company Drive.
== > ThisPC > Wrapsody Drive (W:)
Name Date modified Type Size

Company Drive 11/24/2023 415 PM File folder

Global Sales 11/10/2023 5:14 File folder

Fasoo Kim (fskim) 11/23/2023 10:38 AM File folder

3. Right-click on empty space, select New and then Folder.
4. Enter the folder name, press the Enter key, and the folder with the specified name will be created.

6.3.3. Copy a folder
You can copy a folder if you have View or higher permissions. After copying it, you can paste it within your
Drive or transfer it between Wrapsody Drive and external locations.

Outcomes

*  Wrapsody Drive to Local path: A folder with the identical name will be created in the local path.

* Local path to Wrapsody Drive or Within Wrapsody Drive: The user who copies the folder becomes the
folder manager, and the folder inherits permissions from the destination folder. Notably, when the copying
action occurs within Wrapsody Drive, separately set folder permissions by the original folder manager will
not be maintained.

* Filesin the folder will act according to the Copy a file process.

6.3.4. Move a folder
Users with folder managing permissions, including the folder owner, head of group, and administrators, can
move a folder to another folder for which they have Write permissions within Wrapsody Drive.

Note: Moving folders directly between Wrapsody Drive and local folders outside the Drive is not possible. If
users try to move a folder between these locations, the outcomes will be similar to copying folders between
them (Refer to Copy a folder).

Outcomes
*  Even after a folder is relocated, the folder permissions will be maintained.
* Filesin the folder will act according to the Move a file process.

6.3.5. Rename a folder in Wrapsody Drive
A folder manager has the capability to change the name of a folder within Wrapsody Drive. Users with Write
permissions for a folder may also rename the folder based on the sever settings.

Go to File Explorer > Wrapsody Drive (W:) > Personal Drive / Group Drive / Company Drive.
Right-click on the folder you want to rename and choose the Rename option.
Enter the new name and press the Enter key.

A wnN e

The file name will be updated, and the Drive will promptly synchronize, ensuring that the modified name
is reflected on Wrapsody Drive Web.
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6.3.6. Delete a folder from Wrapsody Drive

A folder manager or users with Write permissions for a folder can delete the folder. The folder manager may
exclusively possess the authority to delete the folder, depending on the server settings. When a folder is
deleted, the files within the folder are relocated to the file owner’s Recycle Bin on the server.

Go to File Explorer > Wrapsody Drive (W:) > Personal Drive / Group Drive / Company Drive.
Right-click on the folder you want to delete.

Choose the Delete option.

In the Delete Folder window, click Yes.

vk W

The folder is now deleted and no longer visible in the specified path.

Note: If you attempt to delete the folder using the Recycle Bin@ icon in the Details window accessed through
Wrapsody Drive for Desktop, the action will be successful only if there are no files within the folder.

6.3.7. Restore a folder to Wrapsody Drive

1. Open File Explorer.

2. Right-click the parent folder of a deleted folder in Wrapsody Drive and then select Folder Properties.
3. When a Wrapsody Details window appears, click the Timeline tab located at the top.

4. Within the folder deletion record box, click Restore.

Wrapsody Timeline
TW test

4N (jiseok

MXE (jiseok)

4TS (jiseok

&
H
T

(jiseok

M1 (jiseok

Close

5. The deleted folder is restored. However, the deleted files in the previously deleted folder will not be
restored automatically. You will need to manually restore them using the following steps.

6. Right-click a restored folder and select Folder Properties.
Click the Timeline tab.

8. Inthe folder management history list, find the records of deleted files you want to restore, and click
Restore in each corresponding box.
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Wrapsody Timeline

test

MX19 (jiseok)
MXI9 (jiseok)

47 (jiseok)
4% (jiseok)
4% (jiseok)

HXY (jiseok)

Close

6.3.8. Export multiple originals in Wrapsody Drive
This feature enables you to unwrap multiple files from folders within Wrapsody Drive and save their original

files to your PC all at once. However, according to the company policy set by the administrator, this feature
might not be available.

1. Open File Explorer.

2. Right-click a folder in Wrapsody Drive and select Export Multiple Originals.
3. The Export Multiple Originals dialog appears as below.

Export Multiple Originals

Export Multiple Originals

Original document location

Target Files Completed 0 /0 in total

Browse For Folder X
File path Status Details
Select a location to save the original file.

T you click Cancel, the 'Tnclude all files in subfolders' option will be
checked.

> T test

> @ Desktop

> [ Documents

» L Downloads

> @ Music

> PN Pictures

> B Videos

v M This PC
> e Local Disk (C)
> s DVD Drive (D)
v == Wrapsody Drive (W)

e cona

Options

ﬂ Concel

When the Browse for Folder dialog appears, select the folder to save the original files, and click OK.
5. Select the checkboxes corresponding to your desired options below the Options heading.
6. When you click the Start button, the unwrapped original will be saved in the specified location and
marked as Complete under Status.
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