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1.0 About File Manager

The File Manager is stand-alone software that directly integrates the
SmartRoom Manager to the SmartRoom without having to use an
internet browser.

Created specifically for the SmartRoom Manager, this tool allows for
efficient, intuitive, and effective file and folder management without
the need for multiple clicks or laborious software loading.
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2.0 Requirements, Installation, and Login

The File Manager works exclusively with Microsoft operating systems
as outlined below. It will not work with Macs as it uses Microsoft’s
secure, proprietary Active X controls in order to access and
communicate with the SmartRoom.

Below are the minimum requirements necessary to use the File
Manager:

- Windows XP SP3 or newer.
- .NET Framework 2.0 or higher.
o This comes standard on all Microsoft operating systems that
are Windows Vista XP SP3 or newer.

To install the File Manager simply save the file to your desktop,
remove the .safe extension on the end of the file name so that it
becomes an .msi file and looks like this:

File Manager-
2243-
SmartRoom msi

Click the icon to begin the installation, following the prompts as
necessary.

Once you have completed the installation you will see the below icon
on your desktop. Click it to run the File Manager.

Hnaideren
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Once the File Manager is running you will be prompted to login to it
using private credentials as displayed below.

LURL
Ilsername

Password

https://5mart Room 1 bmcgroup .com

Smart Room User@Compary A

e it

| Qui

Please enter your information accordingly, select “Load SmartRoom”,
and you will be granted access to the SmartRoom index.
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3.0 General Usage

The following section provides general information on how to use the

File Manager.

This section also contains information about shortcut keys and the
varied functions that they perform.

3.1 Navigation

The File Manager uses two window panes in order to display and
navigate the SmartRoom index in an effective manner.

The index view pane found on the left hand side of the File Manager
will display folders only. This section is used for the locating the
specific folder/files that need to be adjusted.

Once the appropriate folder has been located, clicking on it will
populate its contents on the right hand side or file view pane.

| n |
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a SmartRoom File Manager 2.2 - SmartRoom Demo Site @E‘Q
File Tools Help
3 SmartReom (14 Files , 13 Folders) Mame | Size | Diate Modified |
- I:I 1 Basic Corporate Information (7 Files . 11 Folders D Company History Outline
(] 2 Financial Information - SEC Filings (0 Files , 11 [_7 Product Information
[:l 3 Financial Forecasts (D Files , 3 Folders) D Press Releases
&[] 4 Balance Sheet Analysis {1 File, 11 Folders) [ Comorste Structure
& I:I B Contingencies (0 Files , 4 Folders) D Operational Structure
& I:I 6 Taxes (0 Files , 6 Folders) CI Incorporation Documents and Minutes
[_1] 7 Sales and Marketing (0 Files , 2 Folders) Capitalization and Securiti
[C @ Manufacturing - Preduction (0 Files , 3 Folders) (1 Non Compete Agreements
&[] 8 Technology (0 Files , 4 Folders) Insurance
-] 10 Intellectual Property {4 Files , 3 Folders) % o comanfn Enployrat Agenats
o . areholder Listing
% B E:x:ﬁz?’:fﬁz":gf Fiolders) Test Doc 2.doc 2202 KB 09/11/20122:57PM
5] 13 Landscape {1 File. 0 Folders) . Test Doc 1.pdf 9.82 KB 09/11/20122:57 PM
: [l | Original ppt 101.38 KB 09/11/2012 257 PM
B Excel Test 1:ds 159.23 KB 10/10/2012 2:16 PM |
) Test Doc 3pdf 5.82 KB 1041042012 2:16 PM
T Test Doc 4pdf 5.82 KB 1041042012 2:16 PM
. Test Doc 2 pdf 582 KB 1041042012 2:16 PM
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3.2 Document Management

Document Management is easily performed using the File Manager
through two main methods.

The first is by using the mouse to drag and drop information. This
consists of dragging files and/or folders from your desktop and
uploading them into the SmartRoom or arranging information as
needed directly within the SmartRoom by using the mouse to drag
and drop information where necessary.

The second method uses right click functionality. Right clicking on a
file or folder will display menus in which the items can be renamed,
deleted, created, and exported.

These two methods create an easy to use and flexible tool that
allows for effective and efficient document management without the
need for extensive clicking or loading times.

3.3 Shortcut Keys

In addition to the above methods for document management the File
Manager has an extensive list of shortcut keys that can be used to
provide faster and more complex actions for use when managing files
and/or folders.

Below is a list of the shortcut keys and the corresponding actions that
they perform. Please note that some shortcut keys apply only to the
file view or index view pane.

Alt+M Opens the right click menu
Alt+Shift+A Opens the About menu
Alt+Shift+P Opens the proxy / config menu
Alt+Shift+L Logs out of the File Manager
Alt+Shift+R This key refreshes the index
Alt+Shift+E This key restarts the File Manager
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Ctrl+A

Ctrl+C

Ctrl+S

Ctrl+V

Ctrl+W

Ctrl+X
Ctrl+Shift+S
Ctrl+Shift+C
Up/Down Arrows
Right Arrow
Ctrl+N

F1

F2

Shift+Arrow keys
Enter (on folder)
Enter (on file)
Home (file pane)

Home (index pane)

End (file pane)
End (index pane)
Ctrl+Tab

Delete

Select All

Copies highlighted folder(s)/file(s)

Saves or Exports highlighted folder(s)/file(s)
Pastes highlighted folder(s)/file(s)

Closes the File Manager completely.

Cuts highlighted folder(s)/file(s)

Saves the current proxy settings

Cancels the current proxy settings
Navigate up or down through folders/files
Expands the highlighted folder

Adds a new folder

Opens the shortcut key legend

Rename highlighted file(s)/folder(s)
Selects a range of file(s)/folder(s)

Opens the highlighted folder

Opens the right click menu

Move to top of list

Move to top folder of current level

Move to bottom of list

Move to bottom folder of current level
Switch between Index Pane and File pane
Deletes highlighted folder / file (with prompt)

These shortcuts are standard across many file/folder structure
programs thereby providing a familiar yet easy to use program that
provides yet another option for users that prefer the keyboard over

the mouse.
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4.0 Support

As always our support team is available 24 hours a day, 7 days a
week, 365 days a year in the event that assistance is needed with the
File Manager or any other SmartRoom technology.

Please reach out to us using the below contact information as
necessary.

Email: SmartRoomSupport@bmcgroup.com

Phone:

North America: 1.877.332.5739
Asia: 852.800.930.643

Brazil: 0.800.722.0545

Europe: 00.800.3325.7666
Japan: 0120.974.858
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