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Disclaimer

This documentation is provided for reference purposes only. While efforts were made to verify the
completeness and accuracy of the information contained in this documentation, this documentation
is provided “as is” without any warranty whatsoever and to the maximum extent permitted.

In the interest of continued product development, Alcatel-Lucent reserves the right to make
improvements to this document and the products it describes at any time without notice or
obligation.

Copyright

Copyright® ALE International 2015. Distribution of substantively modified versions of this document is
prohibited without the explicit permission of the copyright holder.

Distribution of the work or derivative of the work in any standard (paper) book form for a
commercial purpose is prohibited unless prior permission is obtained from Alcatel-Lucent.

Alcatel-Lucent, OmniPCX, and OmniTouch My Teamwork, OpenTouch are either registered
trademarks or trademarks of Alcatel-Lucent.

All other trademarks are the property of their respective owners.

Document reference: 8AL91351USAA - August 2015
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Welcome to Alcatel-Lucent OpenTouch® TeamShare

OpenTouch® TeamShare (OTTS) allows companies to keep their business organized by centralizing documents, tasks,
calendars, and discussions. Through the use of dedicated workspaces, project management is simplified to allow access
to internal and external teams, as well as clients to stay in sync. Accessing OTTS through multiple applications, such as
Outlook, iOS, Android and Web, provides up-to-date information synchronized for quick updates.

OTTS helps to boost team productivity for projects by working together efficiently and effectively through project
management and document sharing tools. Communication is improved through project notifications, task lists, calendar
sharing, and workspace synchronization. However, it does not prohibit real-time communication. Integrated chat tools
help teams reply instantly to other online users. All services are centralized in one workspace for ease of collaboration.

Teams are able to work with clients by sharing documents easily. Team administrators can have full control over what
clients can see and only access information that is allowed. Through these powerful features, OTTS helps to manage
your projects, documents, tasks, calendars, and communication effectively and easily.

OPENTOUCH® TEAMSHARE

A set of essential teamwork services,
to deliver project collaboration beyond
company borders
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Companies: Subscribe

To start using OpenTouch® TeamShare, your company needs to subscribe to the service. Subscription
works on a monthly pay-per-user basis and is completely flexible. To get set up, ask your Alcatel-Lucent
Reseller.

Companies: Create user accounts

For all users that need OpenTouch® TeamShare accounts, new accounts should be created. Contact your
Reseller account representative if you need assistance.

If you’ve been given Admin rights by your Reseller, you can set up user accounts by yourself. New users
can be added, removed and modified with the admin tool Personal Cloud Space.

Companies: Tell new users about OpenTouch® TeamShare

Once your company has subscribed to OpenTouch® TeamShare, you can share the following pages to make
all employees aware of the benefits: www.opentouch.com/teamshare.php

New users will also receive their account details by email.

Users: Request an account

You can get your own user account by asking your IT department, who has the Admin rights once your
company has a subscription to OpenTouch TeamShare.

Users: Log in

® . . . . . . .
When your OpenTouch TeamShare account is set up, you'll receive an email containing your login details:
a username and a password.

)

OpenTouch™ TeamShare

Login

Email

Password

Alcatel-Lucent 2015 ALE mtermational | Tem of use | priva

To log in, go to the URL link provided by your TeamShare administrator or from the activation email. For
example: mycompany.teamshare.opentouch.com

-
-~

If you do not know the name of your Teamshare, you can use my.teamshare.opentouch.com

)

We recommend you bookmark this page so it’s easy to find in future. Enter your login details and press
Submit. Then you're ready to start using OpenTouch TeamShare.

Edition 1 Copyright © ALE International, 2015 6



http://www.opentouch.com/teamshare.php

System Requirements

Only the following devices and software applications will be supported for OpenTouch TeamShare. If you
would like to request additional devices or applications to be supported in future releases, please provide
feedback to the OpenTouch® Personal Cloud Team at the following address
https://opentouch.com/contact.php.

Android Mobile Controller

Device Name oS
Any device 4.0+

Apple iOS Mobile Controller

Device Name (01
iPhone 4, 4S, 5, 5s, 6, 6+ 7.x—8.x
Web Interface
Browser Version
Internet Explorer 9+
Firefox 30+
Safari 5.1+
Chrome 35+
TeamShare Drive
Browser Version
Windows 7,8,8.1
Mac OSX 10.8,10.9, 10.10

Edition 1 Copyright © ALE International, 2015 7


http://my.conference.opentouch.com/

TeamShare Drive

TeamShare Drive helps to synchronize your online content to your computer seamlessly. All of your projects are
displayed in your TeamShare Drive folder. It allows you to copy files from your local PC or Mac to your workspace

without the need to log in to your account. Files are easily accessible at all times by accessing the TeamShare Drive
icon found in your system tray.

e TeamShare Drive for Windows

Download TeamShare Drive for Windows by logging into your TeamShare account. At the bottom of the page,

when you select GetApps, you will have the option to download the TeamShare Drive application download for
your PC (Windows).

& TSinst

+ test] account f'\

w
I
+ Create new workspace My workspaces Q

% Marketing
C) Marketing Get Apps
TeamShare Drive
% R&D

£ Download (PC)

C) R&D & Download (Mac)

% Sales
Mobile apps
C) Sales & iPhone / iPad
Android

~ N
&) Team Share @ English q & GetApps  /F upport »

When prompted to Run or Save the file, select Run to execute the installer immediately or select Save to run at
a later time.

Do you want to run or save TeamShareDrivelnstaller.exe (37.4 MB) from static.teamshare.opentouch.net? Run Save | ¥ Cancel

Edition 1 Copyright © ALE International, 2015 8



Once the installer has begun, you will be prompted to allow the setup install the TeamShare Drive on your PC.

Select Yes to continue.

The installer requires installation of Microsoft .NET Framework 4 (x86 and x64).

%) User Account Control

changes to this computer?

&, Program name:  Setup TeamShare Drive
| Verified publisher: Cloud Solutions SAS
File origin: Downloaded from the Internet

V Show details

==

Do you want to allow the following program to make

Change when these notifications appear

Select “Accept” for the

Microsoft End User License Agreement (EULA), then the installer will install the necessary files for .NET.

T TeamShare Drive Setup

===

Forthe following components:

Microsoft NET Framework 4 (x86 and x64)

Please read the following license agreement. Press the page down key to see the rest
of the agreement.

MICROSOFT SOFTWARE
SUPPLEMENTAL LICENSE TERMS

MICROSOFT .NET FRAMEWORK 4 FOR MICROSOFT
WINDOWS OPERATING SYSTEM i

View EULA for printing

Do you accept the terms of the pending License Agreement?

if you choose Dont Accept, install will close. To install you must accept this
agreemert

[ accet | [ Donthceet |

% TeamShare Drive Setup

[

Installing Microsaft .NET Framewarkc 4 (86 and x64)...

When the download is complete, launch the program to begin the installation.

== E=]

Lo

18] Team Share Drive

‘Welcome to the Team Share Drive Setup Wizard B

The installer will nuide you thiough the: steps required to install Team Share Drive on your computer.

WARNING: This computer program is protected by copsriaht law and intemational reaties
Unautherized duplicaion or distrbuion o this program, or any portian of it, may resultin severe civi
on criminal penalties. and will be prosecuted ta the masimum extent passible under the lau,

‘B8 Team Share Drive

Select Installation Folder [

The installer will install Team Share Drive to the following folder

Toinstallin this folder, click “Next". To install to a different folder, enter it below or click “Browse’”

Folder
[E\Program Fies (xBBIhAlcate Team Share Drivet

Browse...
Disk Cost,
Install Team Share Crive for yourself. or for anyone who uses this computer:

@ Everpone

©) Just me

Concel | [ <Back | [ Hews |

15 Team Share Drive

Confirm Installation

The installr i ready to install Team Share Diive on your compuler.

Click "Nest” to start the installation.

[E=E{ECR =
. )

Concel | |

J [

et >

J

15/ Team Share Drive

Installation Complete

Team Share Drive has been successfull installed,

Click "Clase’" to exit

Please use Windows Update to check for any ciitical updates to the NET Framework.

Cancel < Back,

e Es

1

Close.

Edition 1
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When installation is complete, the TeamShare Drive will launch automatically and provide a short tutorial:

S

TeamShare Drive

)
| My Videos Soved Games Searches
P\
/ i-jj N
‘TeamShare Drive

Welcome to
TeamShare Drive

Using Teamshare Drive, the
online content of your
Teamshare is synchronized with
your computer seamlessly.

Notfications notify you in real
time about modifications made
by your collegues.

2 TeamShare Drive

TeamShare Drive

Previous TR - ]

Thank you!

Your Teamshare Drive is now
ready to be configured.

For further questions please
consult our FAQs:™

¥ Searches.
2, Teamshare Orive
& Internal project
6 Menagement & Accounting
| & Marketing
& Patnership
& Product
& soies
4 Public
i Windows

Campainst

OnlineCam
pains.docx

[
D Teamiare Drree R —————————— S]]

TeamShare Drive

Companyl.
ogepng

prevus @ ¢

Seamless
synchronization

Your projects are displayed in
your Teamsnare Drive folder

Drag and drop files or folders in
any of your projects and they
will be automarically
synchronized with your
Teamshare and the Teamsnare
Drive of your collegues

|

0 TeamShare Drive

TeamShare Drive

£, mysccount

onization up to date
Force Synchronization
FAQ

Check for updates
Settings..

Quit

Quiet and useful

Easily accessible at all times,
Teamshare Drive is found in
your system tray.

You will natice the
synchronization state and quick
access to your Teamshare or
seings

Next, you will be prompted to activate your TeamShare. In the first field, you will provide only the TeamShare
name. The domain name of the TeamShare server is already completed.

Team3hare

Email

Password

Teams3hare Drive

OpenTouch™ TeamShare

teamshare.

C\Users\allspach\TeamShare Drive

D

|:| Organize projects by category

Cancel

Here, you must fill the exact Teamshare name, you cannot use the generic name
my.teamshare.opentouch.com

Edition 1
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Fill in the remaining required fields, and then choose the directory where you want to sync your files.

A “TeamShare Drive” folder will appear in the chosen directory and a shortcut will appear in the list of “favorites”.
The first synchronization will begin and sync all your TeamShare files on your computer.

[ s
@erﬂ » admin » Team Share Driveale » - | ‘, | | Search Team Share Drive ale yel |
Organize = Includein library = Share with = Mew folder = - [l @

49 Favorites ol Name Date modified Type Size
Bl Desktop € OpenTouch Conference 5/28/201510:07 AM  File folder
& Downloads ¢ Personal Cloud Customer Support 5/28/201510:07 AM  File folder
%3 Dropbox £ ¢ Personal Cloud V2 5/28/201510:07 AM  File folder
# | iCloud Photos € SALES TOOLS 5/28/201510:07 AM  File folder

‘5l Recent Places

(27 Team Share Drive ale

4 Libraries
[ @ Documents
3 J? Music
I» = Pictures
bl Shorteuts
3 E Videos

(g, 4 items
[E—_

~ ~ If you participate to multiple workspace, you can select which are synchronized and which are not
synchronized. It can be done through the ‘Preference & settings’ option by selecting the tab
corresponding to your Teamshare.

e TeamShare Drive for Mac

Download TeamShare Drive for Mac by logging into your TeamShare account. At the bottom of the page,
when you select GetApps, you will have the option to download the TeamShare Drive application for your
Mac.

& TSinst S . ~ test] account ;‘?
+ Create new workspace My workspaces Q
% Marketing E3

Get Apps

C) Marketing

TeamShare Drive

9 R&D
£ Download (PC)

Q R&D & Download (Mac)

% Sales Mobile apps

& iPhone/iPad

C) Sales

Android

&Y Team Share @ English Q & GetApps /& support
QDY IgNLIP A nierna




When the download is complete, launch the program to begin the installation. To install TeamShare Drive to your
Mac, drag the icon with your mouse over to the Applications folder.

TeamShareDrive

Applications

Once the application has been added, you can go to your LaunchPad and click on the TeamShare Drive icon.

TeamShareDrive

Activate a TeamShare

TeamShare Drive configuration is performed once to connect you to your TeamShare workspace project. In
the first field, you will provide only the TeamShare name. The domain name of the TeamShare server is
already completed.

S

OpenTouch™ Team Share

Options Advanced
Connection information

Teamshare address hwps:// | |
Email [

Password |

TeamShare Drive Folder

path [ valdrr |

Name Drive

Select which projects sync to this computer

Fill in the remaining required fields, and then choose the directory path where you want to sync your files

Edition 1
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A “TeamShare Drive” folder will appear in the chosen directory and a shortcut will appear in the list of
“favorites” of the Mac Finder window. The first synchronization will begin and sync all your TeamShare files on

your computer.

808 “, TeamShare Drive "
(] = BENERIEREREI a
FAVORITES
%2 Dropbox 4 C 3 4
L All My Files
@ AirDrop Marketing Parker RE&D Smith & Co
# Applications
|| Desktop _
) Documents
) Downloads
1 [C] Windows7-Cli... & Yachting

DEVICES
() Remote Disc

SHARED

TAGS

TeamShare Drive Automatic Versioning

TeamShare Drive includes an automated versioning system that simplifies the management of your file versions.
When you edit a file from the TeamShare Drive and save it, file sync is activated and a new version instantly
appears on your TeamShare. Thus, you can access older versions of a file at any time by going on your TeamShare
project workspace. You can work with files offline while others are editing the same files without worry of losing

your updates.

Edition 1 Copyright © ALE International, 2015 13



A project workspace is a shared workspace where you can share files, manage tasks, share calendars, schedule
meetings and track time with your team. Project spaces can be internal projects as well as external projects. For
example, you can create a project for an internal project such as marketing, or you can create a project dedicated to a
client’s mission.

Every project space is provided with 7 modules that constitute the project workspace:
- Files (file sharing)

- Tasks (task management)

- Calendar (shared calendar of the project space events)

- Meetings (simple scheduling by polling participants)

- Wall (stream of the recent activities)

- Time Tracking (track the activities of all attendees)

- Chat (start a discussion with other attendees)

TeamShare Q Ssearch in Te: re ~ test! account Q
+ Create new workspace My workspaces Q MY CONTACTS °
% Marketing Q
Alcatel-Lucent () i 5 Attendees a
fovcian Marketing
TA test3 account
~ N 1 Attendees B
‘S Weekly Meetings
(D)
Tc Test! Customer
D TC Test2 Customer
~ R&D 1 Attendees TA test2 account
<o
% sales
1 Attendees
-
(e Sales
Categories

Categories allow you to organize better your projects. They are simple information that enables you to quickly
understand what a project is about. When a new workspace is created, you can categorize your workspace into
existing categories or create a new category.

Categories are also found in the TeamShare Drive.

Access

Users at the levels of participant or leader can only see and access project spaces that they participate to.
Users at the levels of admin can see and access all the project spaces of TeamShare.

Therefore, it is strongly advised that you not grant a client the level of admin.

Edition 1 Copyright © ALE International, 2015 14



Create a workspace

Creating a workspace is simple and easy in TeamShare. Select “Create new workspace” from the workspace page,
then enter the required information for the new workspace name and category.

= ecustomers

+ Create new workspace My workspaces

W CUSTOMErs projects

Create new workspace m
Q Parker [ ]
Q Smith & Co
Q Yachting
% Team
Q Marketing

Modify a workspace

You can modify the information about a workspace by entering the workspace, then selecting Edit.

& | wSpace © Marketing

Marketing

O
]

+ ADD A FOLDER

When you select Edit, you can modify the workspace Name, category, or description used when you created the
workspace. You can also upload an image to replace the default folder image shown.

Edit a workspace

Workspace name

Marketing|

Caregory- © Alcatel-Lucent @ Marketing
Marketing E| Entorpeise

Modify workspace picture

No file selected.

Description:

Edition 1 Copyright © ALE International, 2015 15



5. Access Rights Management

The Access Rights for OpenTouch® TeamShare are necessary to help providing a hierarchy for your organization and to
help a project manager with limiting access to certain content. There are three (3) different levels of administration:
Participant, Leader and Admin

Participant | leader | Admin____|

Participate in a workspace N N

Privileges on TeamShare

Add a workspace \
Modify a workspace N
Modify access rights to a workspace <
See all workspaces

Access TeamShare settings

Access the user listing of TeamShare

Create / Add a Participant ~

2 2 2 2 2 2 2 2 |2

Modify / Delete a Participant

Participant

7

% Access project workspaces for which the user has been added

Leader

X3

%

Add/Edit a participant
Add/Edit a project workspaces and categories
See all Project workspaces and categories

X3

%

X3

%

Admin

+» Add/Edit a participant

% Add/Edit a project workspaces and categories
++» See all Project workspaces and categories

¢ Access TeamShare account information

% Modify and View Participants Timesheets

s Access users directory

AW
~ W - Admin right are granted through the Personal Cloud Space, so to create an Admin or upgrade Leader
! just click the ‘Manage Users’ button of the Users settings or jump to space.opentouch.com/users

In TeamShare, participants to a project workspace are able to access their project workspaces based upon 3 levels of
profiles.

.

+» Read-edit: A participant will be able to see all the items in the workspace and make changes to the tasks.

Edition 1 Copyright © ALE International, 2015 16


https://space.opentouch.com/users

.

+» Read-only: A participant will only be able to see his/her own items. Any item with this access will only be
readable, without the ability to make changes.

7

% No access: A participant will not have access to any modules in this item.

To edit these access rights within a workspace element, select Edit Rights above the list of names (attendees).

# EDIT RIGHTS
Access rights to Marketing

G test1 account

@ Test1 Customer
@ test2 account

@ Test2 Customer

@ test3 account

Edition 1 Copyright © ALE International, 2015 17



The collaborative work begins with a simple and effective sharing of documents. By putting your documents online, you
allow yourself and your collaborators to reach it easily no matter where you go. It helps to centralize and organize the
key information for a project or activity. You also avoid scattering documents or placing documents on the workspace
of your collaborators. Finally, once your documents are centralized on your TeamShare, you benefit from the access
policies and archiving protection.

Add a document

OpenTouch® TeamShare provides several methods to add documents to your workspace.

e Dragand drop directly from the computer

ecustomers Support * MarieChristine F
@ Support + Addfiles & 6| v | w9 =
N
C ! .
+ ADD A FOLDER - M
& Support
) Recycle bin
ATTENDEES
Orgunize > (&) Open v Pint .

&9 Team Share Drive ale

Meeting:Notes- 201404
nang-Meeting: Notes- 201
taining- Meeting:Notes- 20140506 +2.5x
P9 staining-Meeting: Notes- 20140506 13 absx 1110 AM  Micrasoft Bxce
@) Sustaining-Meeting- Notes-20140506-d.xhsx L1208PM

81 Sustaining- Meeting-Notes- 20140512-11. o
8] Sustaining-Meeting- Notes-20140519-v1
9-Meeting:Notes-20140602-v1 asx
eetingNotes-20140611 -} s
g-Meeting-Notes- 2014061611 sbsx
ining-Meeting-Notes- 20140623-1 stsx

A Ubearies

¥ Documents

o Homegroup

™ Computer
L Local Disk (€

e Click the Add files button in your workspace.

ecustomers

Support

2 Support +'h,'¢‘\dd files a @ o L] =

= 5

Q @ File Upload =

&5 J=[ « PeonalCioud » Conference » Reports » ~ [ 4| [ Search Reports 2|

Organize = New folder B~ A @
&l Shortcuts ~ Name - Date modified Type -
+ ADD A FOLDER P
BE Videos

& Support
i Recycle bin (0)
ATTENDEES £4
# EDIT RIGHTS
Marie(

pcsec51 enduser

pcsecs11 elnduser

e o o 9

pcsec5144 endUser

+& Homegroup

18 Computer

&, Local Disk(C) | |
s HP_TOOLS (E)

% valdrr (usdalsld
g mba (1521482
% PCloud (illburt,
5 public (\newadr
2 dotal (\deeptho
3 data? (\\deeptho _

] Sustaining-Meeting-Notes-20140902v1 xlsx
] Sustaining-Meeting-Notes-20140908 v xlsx
] Sustaining-Meeting-Notes-20140915v1 xlsx
] Sustaining-Mesting-Notes-20140922-v1 xlsx
] Sustaining-Mesting-Notes-20140922-v2.xlsx
] Sustaining-Mesting-Notes-20140928-v1 xlsx
] Sustaining-Mesting-Notes-20141006-v1.xlsx
] Sustaining-Mesting-Notes-20141013-v1 xlsx
] Sustaining-Mesting-Notes-20141013-v2.xlsx
] Sustaining-Mesting-Notes-20141020-v1 xlsx
) Sustaining-Mesting-Notes-20141027-v1xlsx
] 5toll_OTCF_OPEN_ISSUES 03-03-2014 xdsx

9/2/2014 2:56 PM
9/9/2014 6:19 AM
9/15/2014 10:55 AM
9/22/2014 2:31 AM
9/22/2014 11:05 AM
10/6/2014 &:44 AM
10/7/2014 :56 AM
10/13/2014 5:11 PM
10/14/201410:01 ...
10/21/2014 10;
10/28/2014 9:26 AM
3/3/2014 8:59 AM

7 il

File name: Sustaining-Meeting-Motes-20141027-v1xdsx

ST —

Microsoft Excel \
Microsoft Excel \
Microsoft Excel \
Microsoft Excel |
Microsoft Excel |
Microsoft Excel |
Microsoft Excel |
Microsoft Excel |
Microsoft Excel\

Microsoft Excel \
r

Microsoft Excel \|

Microsoft Excel \|
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e Add documents in the workspace project via:
o Google,

‘a’v b L] =

 —
@ Signin - Google Accounts - Mozilla Firefox E@g

@ https://accounts.google.com/Servicel oginfsacu=1&isce=18 continue= https%3A%2F%2Faccounts.google.com3%2Fo%2Foaul

Google

Sign in with your Google Account

Google

a-_jj In order to

add files,

OpenTouch TeamShare would like to: you must

Email allow
n Manage your calendars Teamshqre
access
n View and manage the files and documents in your Google
- Drve from your
Google
n Manage your contacts GCCOUnf.

Passwo

Stay sigl

L By clicking Accept, you allow this app and Google to use your information in
accordance with their respective terms of service and privacy policies. You can
change this and other Account Permissions at any time

Cancel Accept

o Dropbox,

b L] = < GetApps Filter
@ Dropbox™ uest Authorization - Sign in - Mozilla Firefox -:.-&E
& Dropbox, Inc (uS) | https://www.dropbox.com/1foauth: - type=codeftclient i 1 S52FS62Fsubsc touch.com?%2|

2

Sign in to Dropbox to link with OpenTouch TeamShare

Password

Forgot your password? m

In order to add
New to Dropbox? Create an account ﬁles, yOU must
allow
TeamShare
access from

‘ your Dropbox

. account.

OpenTouch TeamShare would like
the files and folders in your Dropbo

Cancel
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o

Evernote,

< Wimi Disk

EVERNOTE

@ Mozilla Firefox

Sign in to authorize OpenTouch
TeamShare In order to

add files,
Email address or username you must
[ ] authorize
Fesewrd TeamShare
access
Reset your password? Canedl from you .

Evernote

EVERNOTE
account.

Authorize OpenTouch TeamShare to accs
account

¥ For 1 year (change)

Vou mey revoke access at any time by going to —
Applications in your account settings.

OpenTouch TeamShare will be able to: OpenTouch TeamShare will NOT be able to:

+ Create notes, notebooks and tags X Delete notebooks and tags

+ Update notes, notebooks and tags X Access account information

¥ List notebooks and tags X Permanently delete notes

+ Retrieve notes * Update user account information

Visit Third Party Applications Permissions to review a detailed description of each individual
permission.

= < Get Apps Filter

cess_type=ol ponse_type= codeBeclient_id=kiSk564tr7fbxbrwd5pn724z7812my t_uri=https

a2 FF2Fsubsci

In order to add

files, you must

grant access to
Loginto TeamShare
Access from
your box
account.

& Ema

& Pass)

Use §
With access to your Box account, OpenTo

TeamShare (Prod) can:

-

+ Read and write all files and folde)

Grant access to Box

Deny access to Box

Edition 1
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o E-mail

+ Add files A [ 3 b 2 Get Apps Filter Q
SE9 0+ vs = ==
WG | Message Insert Options Format Text & e

B CL o = - | - 3
¥ cut Trebucheth < 12 < A* A ?s g 0 |2r ¥ Follow Up Q{
m 53 Copy : ¥ High Importance
Faste b . - Address Check Insert Conference Attach Attach Signature Zoom
- fFormat Fainter B iU £ é - Book Mames Details ile am ¢ - § LowImportance
Clipboard (] Basic Text (] Mames OpenTouch Confer... Tags (]
To.. | |support.team @
= Hee |
Send
Subject: |
In order to
add files,
Thanks, attach a file to
Jean the email sent
to the

Workspace

The file is added to the root folder of your workspace. In this example, the file would be added to

the Customer Care workspace. Once the file is there, it can be moved to another folder.

e Add the file directly using TeamShare Drive (see instructions on how to install OpenTouch® TeamShare

Drive). The link for TeamShare Drive in workspaces is only for downloading the client.

o In Windows, to open TeamShare Drive, click on the tray icon for TeamShare Drive, then select the

project name to see your files. Files can be added or removed through regular Windows copy/cut

and paste of files.

_{ Team Share Drive 2.2.2

L%m@*
8 X €
» U

Customize...

7
ale

Synchronization up to date

Force Synchranization

FAQ
Check for updates |Q—|
Settings... =
Quit

W=

Customize...

=
X

=]
(jOv‘:ﬂ: ¥ admin » Team Share Drive ale » - | 45 | ‘ Search Team Share Drive ale 2 |
Organize * Includein library = Share with + Mew folder =+ [l @
| 2% Favorites | e MName Date modified Type
Bl Desktop & Technical Support 12/31/2014 3:11 PM  File folder
& Downloads
23 Dropbox

% | iCloud Photos
£l Recent Places

:ﬂ: Team Share Drive ale

4 [ Libraries
3 @ Documents
3 Jﬁ Music
1> ] Pictures
b@ Shortcuts - |(IFF

{g3r 1 item
L2

1
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o OnaMac,

N3 o
AR |

Wed 11:48 AM

> MO Wy JED) 100% (=
Qe amll @ o 3

s ecustomer>5

(B ) () () (3] () (@)

— Wimi Disk

| L
Synchronization up to date
Force synchronization
Get Started
Check for updates o
Preferences... (x>
Languages B ravoriTes
%3 Dropbox
About TeamShare Drive &AMy Fiies
“¥ AirDrop
2 #; Applications
QUIt | Desktop
[ Documents
) Downloads

DEVICES
() Remote Disc
[ Gmp2. . &
TAGS
© Red
Orange

Yellow

Green

Add a folder

Folders are necessary to help categorize and organize your files. From the web interface, simply click on

“Add A Folder” to create a new folder in your workspace.

Marketing

+ Add files A

Alcatel-Lucent
Enterprise

<+ ADD A FOLDER

I Marketing
E NewFolderTest
il Recycle bin (5)

Name
» £ BusinessStore
» & Customer Care
» £ Personal Cloud v1+
» ¢ Personal Cloud v2

[ ¥

a

Date Modified

Today, 8:47 AM
Today, 8:47 AM
Today, 8:58 AM
Today, 8:47 AM

Size

Kind

Folde|
Falde
Folde
Folde
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Then, enter the name of your new folder. You can also control who has access to the folder by selecting

only the participants that will retain access.

New folder name

NewTestFolder

New folder name

Access to this folder:
NewTestFoIded
test1 account

. Test1 Customer
Access to this folder:
test2 account

Test2 Customer

[esI3 account
-

-

Other Folder options include adding a subfolder, editing the folder properties, and removing a folder.

o Adding a subfolder

New folder name

Add a folder

subFolderTest

B NewTestFolder €

Access to this folder:

-

Edition 1 Copyright © ALE International, 2015 23



o Edit folder properties

NewTestFolder

Im ERIC FOLDER Edit

Access to this folder:

B NewTestFolder © 4 1

o Remove a folder

pmm——— + Folder moved to trash. |

B NewTestFolder © # T

Move a document

Documents can be moved from one folder to another folder easily by dragging the file to the list of folders. Upon
releasing the document, the file is removed from the current folder and placed in the destination folder.

[ Type File name

& Customer Care PDF 201@()5( 1 file_selected er.pdf e qQ i

.|
1 file_selected

Actions for a document \“ test] account
Q, Preview
There are various actions that can be taken on a file on TeamShare. A file can be

previewed, commented, downloaded. You can add a description, edit it in Google,
share it via link, add a version, or delete it. < Download

¢ Comments

@ Description

# Edit via Google

% Share
© Add version

© Delete
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*,

Displayed (preview) — provide a preview of certain files.

o Known supported extensions for preview: .pdf .txt .jpg .gif .png .xIsx .ppt .docx
El Twe File name oy IF o ze
B ﬂ Flipbook_paged.docx (=1 Na 27 54 KB
D Bl  OTTS Infrastructure-and-Technolo gy-Overview_EN_2015-06.pdf Q Aa 270 KB
(=] (Bl Screensnoripng Q i Laurant 7106, 22 KB
] [  screensnot2png qQ i Laurent 7406/ 22 & KE
o M _ i
+» Comment — provide comments on a file.
oo
© 2014-10-28 11:17:35
Raul added the document

Debate schedule 2013 2014.docx
HISTORY »

FILE

Debate schedule 2013 2014.docx

COMMENTS (0)

€ This is the debate schedule file.
%
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7
0.0

Download — Download files where you have access.

Add a description — adds a description of the file that can be viewed hovering over the

Type

GIF

- = — T
= 3 5
5 = @ 2

o
o
-

XLSX

El )
Q
< m

Openinglemstechps L =

You have chosen to open:

| Texas Techjpg
which is: JPEG Image (122 KB)
from: hitps://ale files.wimi.pro

File name What should Firefox do with this file?
leprechaunt @ Openwith | Windows Photo Viewer (default)
©) SaveFile
live-lingua- [7] Do this automatically for files like this from now on.
testoxt
typing-mp3
Texas Tech.jpg test] account

Q, Preview
Screenshot from 2014-05-27 12_00_38 png

¢ Comments

IE8_with_Siebel ENU_ed2.doc X Download ’h

© Description
Personal Cloud Support Review - 20140610.pptx

# Editvia Google

Debate schedule 2013 2014 pdf % Share

IJ5-basketball-2013-2014Full_Sch edule v1 xlsx © Add version
© Delete

Debate schedule 2013 2014 docx - AUl Yaides

test] account

Q, Preview

¢ Comments

& Download

win
|

TyPIE- TP

- P —’ 5
© Description ,b m Texas Tech Jpg

# Edit via Google

% Share

icon for the file.

© Add version

© Delete
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% Edit in Google — Edit files in Google Services (Docs, Slides, Sheets, etc.) Note: Some files are not editable in

Google. Those files will be shown as a preview in Google, if possible.

Personal Cloud Support Review - 20140610.pptx |
| Fie Edt View Insen Side Fomat Amange Tools Table Help Last edit was 6 minutes age

+ e~ @ & [T] @G-\ - B background.. Layout- Theme.. Transition..
test] account

Q, Preview

¢ Comments
& Download

@ Description

# Edit via Google | E—
% Share

crerlaiClougd

©@ Add version

© Delete

Personal Cloud Support Review

test] account

Once you are done editing the file in Google, you can save your updates Q Preview

in TeamShare by selecting “Return to TeamShare”. O Comments

& Download from Google <

You also have the option to “Download from Google” the file which was L
@ Description

uploaded for editing. # Editvia Google

% Share

© Delete

& Return to TeamShare _
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¢+ Share — Files can be shared by copying the File download link or sending the link via email through your local

mail client.

REY U+ + |5 A document has been sent to you via Teamshare - Message (HTML) o B o=

Message Insert Options Format Text Review > @
@ 4 TimesMewRoman - 12 = A" A7 3gﬂ @] ? [} Attach File ¥ Follow Up ~ Q
: B 7 U & = L

By 0 Attach item = | ¥ High Importance
Paste

Address Check | Insert Conference Zoom
- w-A-[EH = Book Names Details [ signature = | B Low Importance
Clipboard & Basic Text 5 Names OpenTouch Confere.. Include Tags 5| Zoom
File download link
o | |
=1 | . ‘ |
send
test-excel.xlsx Subject: | A document has been sent to you via Teamshare |
Ea
Hi, 4

| sltir rdkwww08k8cookg88| | / To download the document click on the link below:
https://ale.files.teamshare.opentouch.com/download.php?id=228049738&code=5rdi mti'lkwwokSsB;dunSle

e

5end by email

«+ Version control — If you are working on files offline and there are new updates to the same file, you can add
the new version of the file by selecting “Add Version” from the file menu options. Multiple versions of the

same file are shown with a twisting triangle and tree structure.

m 1)S-basketball-2013-2014Full_Sch edule_v1 xlsx H Rav 27 28/10/201413:43
m ||5-basketball-2013-2014Full_Sch edule_v1.xlsx H Raul 28/10/201413:43
1|S-basketball-2013-2014Full_Sch edule_v1 xlsx : Raul 28/10/201413:38
I|5-basketball-2013-2014Full_Sch edule_v1 xlsx H Raul 28/10/201411:17

test] account

Q Preview . i
You can also separate a version from the rest of the versions by select “Separate
¢ Comments

Version”.
& Download

@ Description

# Editvia Google

% Share
@ Delete

< Separate versions
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+» Delete or erase the file — File is deleted and placed in the Recycle bin of the folder. The deletion status is

shown at the top of the workspace.

test] account

Q Preview
¢ Comments
& Download

© Description

+ File(s) deleted

# Edit via Google
% Share

© Add version

© Delete
W

Deleting and Restoring a document, file, or folder

As shown already, it is simple to delete a file. However, deleting some documents, files, or folders may require a
higher level of access. All of the users belonging to a workspace project can delete files from the workspace
project. The users (participants) and the leader (project director) can delete AND restore files from the basket/bin.
Only the adminor the main administrator can delete definitely files or folders from the basket/bin. For more

information on access rights, see Access Rights Management.

Notifications

Notifications are useful to manage your project by letting participants and leaders know when new documents

have been added or if any modifications have been made to the documents (updates or removed from the

workspace).
AW
~ @ - You are able to enable or disable notifications by selecting the bell icon found next to “Add files”, at the
top of your workspace

ecustomer5

Support

Marketing + Add files 4

Alcatel-Lucent
Enterprise

4+ ADD A FOLDER
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Task management helps to improve project management and allows participants to get things done faster and more
efficiently. All members of a project know what to do, when to do it, and who is responsible for each task. Task

progress is easy to follow and new tasks can be added quickly.

Adding a list

To begin task management, you must first create a list to assign tasks. This begins from the main Tasks page by
selecting “Add a list”, enter the list name and click on “Create the list”. Once a list is created, you can begin to add
tasks.

m & Import X Export Y Filter

= + Market Analysis Project £

Marketing

Alcatel-Luce
Enterprise
ATTENDEES

Test some task

= [ ]

Meeting to discuss market segments

o

test

]

7 + Add a list & import X Export T Filter

Alcatel-L

Enterprise EWLIST & + Market Analysis Project o
ATTENDEES = [ l
& Edit rights Cancel Create the list Test some task
al [ - |

‘¥ testt account

TC Testl Customer
Meeting to discuss market segments
TA test2 account (&

TC Test2 Customer
test

TA test3 account [}
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Add a Task

TeamShare allows you to add a task by selecting “New task” for the appropriate List. This method will only add a
single task at one time. Enter the new Task, then click on Add.

+ Add a list & Import £ Export T Filter

& % Market Analysis Project £+

[ New task ]
LN cancel

Once the task has been created, you can select the task for more options. Selecting the task shows a new form
where more details can be provided. There are several tabs for each task. In the first tab, informational details can
be edited such as the Title, ownership, Status, Scheduling, detailed descriptions, tags, and deleting the task.

i @ o
& + Branding Project & 1 v ¥ = ko] x

TITLE added by test! account @

[I‘I’estmg something

& Cancel + Add

Testing something
B >

OWNERS

&

STATUS

Not started Start

BEGIN / END

DURATION

Q H | hour

DESCRIPTION

Task description

Branding Project

ACTIONS &
The second tab provides the ability to create sub-tasks.
i v D ) 9 x
SUBTASKS
Add a subtask
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The third tab allows the ability to include attachments to each task.

D - D x

<

ATTACHMENTS + ADD A FILE

The fourth tab allows for comments from other attendees or members of the project.

<

COMMENTS

Q - D x

The fifth tab provides a history of activity taken for this specific task.

v D > D x

@ test1 account added subtask: "another subtask”

test1 account indicated that subtask "test subtask"
was not done

& test1 account completed subtask "test subtask"
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Modifying and Updating a Task

You can modify tasks by selecting the field value in the task information tab. Task fields which are modifiable
include:

Title

Owners

Status (Not Started, In progress, Finished, Rejected, Accepted)
Begin/End

Duration (in minutes, hours, days, weeks, months)
Description

Tags

List membership

O O 0O O O O O O

i v ? 2 2] x

(mme) added by test1 account @

Testing something

&  test! account

Mot started Start

03/07/2015

= | hour

testing

Branding Project
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There are additional options available for each task, including information about sub-tasks, attachments,
comments, activity history, and deleting the task.

i DO OO =

Importing and Exporting Tasks

The Import and Export features are a quick way to add or modify many tasks easily.

The import feature provides a template to create your own tasks. The template is delimited by semicolons (;). The
column headings for the template include: priority, progress, owner, category, start date, due date, description.

A B C D E F G
1 |priority progress owner category start date duedate  description
2 high 40% Marc Dupont Meetings 11/10/2014 11/14/2014 Meeting schedule for next Friday
3 medium 0% Louis Dupuis Docs 11/10/2014 11/22/2014 Documentation due
4 |low 100% Marc Dupont Planning Construct a business model

For example, to import the following data from Excel, click on Save As and select to save the file as type “CSV
(Comma delimited) (*.csv)”.

|'.|_—'.| Save As @

@\:Jvl +« TeamShare » Documentation » import b test - ‘6,” Search test p'

Organize « Mew folder == = 'ZE:)Z'
&, Local Disk () *  Name Date modified Type
{4 DVD Drive (D:) 05_LEGS_AN
s HP_TOOLS (E) Mo items match your search.
ca Data (F:)
L valdrr (\\usdals140) (H:)
s mba (\\152.148,201.101) (M
2% PCloud (Willburl 2.resl luey
S public (\\newadmin.edial.q
¥ datal (\\deepthought.edia 1
Lg% data2 (\\deepthought.edia
5 export (Mimyspace.edial.of ~ ¢ I »

U sample-import] I -
Save as type: ICSV (Comma delimited) (*.csv) vl
Authors: Raul Valdez Tags: Add a tag
“ Hide Folders Tools - Save ] I Cancel I

Here is the content of the file:

priority,progress,owner,category,start date,due date,description

high,40%,pcsec51 enduser,Meetings,2015-11-10,2015-11-14,Meeting schedule for next Friday
medium,0%,pcsec511 elnduser,Docs,2015-11-10,2015-11-22,Documentation due
low,100%,pcsec51 enduser,Planning,,,Construct a business model
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Once the data is defined in the template, then select the Import button from the project tasks page. Browse to

the file you created and click on “Send”.

+ Add a list & Import . Export T Filter

Mo file selected

TASKS IMPORT

Choose a .csv file to import

Choose a file

The CSV file is read and the fields are listed so that they can be imported.

verified.

TASKS IMPORT

Click on Next once the values have been

Column mapping
Here is a preview of the first lines of the file.
Map the column with the fields.

The field "Task title” is mandatory.
0 Skip - 1 Skip - 2 Skip - 3 Skip
id list label description
Testing Raul import testing

900 Branding Project

« i

Check this is the first line of the file must be skipped.

First line is a header

Time unit
Choose the time unit to use (if you mapped the "Task duration" field)

hour -

- 4. | skip

weight

20

5 Skip
weight_unit

h

Cancel

TASKS IMPORT
Users mapping

test1 account test1 account hd

Status mapping

not_started Not started | -

Your tasks were successfully imported!

Ok

35
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The export feature allows you to export your current set of tasks to a file in CSV format.

-
Opening export_20150629193951.csv

i

You have chosen to open:

[Z) export_20150629193951.csv

which is: Microsoft Excel Comma Separated Values File

from: https://api.teamshare.opentouch.net

What should Firefox do with this file?

() Openwith | Microsoft Excel (default)
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Calendars are useful to help manage schedules, meetings, events, and tasks. OpenTouch® TeamShare allows you to
share calendars online for each of your projects. The shared calendar is easy to use and offers a wide view of each
project event at a glance with robust, feature-rich and flexible features.

Scheduling items in different elements of your project workspace will automatically update your calendar with the
relevant information. For Tasks, you can update deadlines in your calendar. You can create scheduled and unscheduled
meeting slots for important dates. And, Events can be created directly in the shared calendar.

The calendar view can show different views for the current Day, Week, or Month.

Subscribe % Friday, November 14th, 2014 Wen
e Your time zone : America/New_York (e} o
Friday 14/11
All day =5
7 an
. - ) November 10th - November 16th 201 .
8am Subscribe % Month
Your time zi : America/New_York (ed
“an Monday 10th Tuesday 11th  Wednesday 12th  Thursday 13th Friday 14th Saturday 15th Sunday 16th
10 am test
11an AL
. 8am
12pr Subscribe % November 2014 ) Day Week
) an Your time zone : America/New_York (ed
1 pm =
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
= 10 an
2pr 1 2]
3or 1M ar
12 pr
4 pr
B 1 pm
3 4 5 6 7 8 El
6 pr 2pn
7 pr 3pn
8 pr apm
= 10 1 12 13 14 15 16]
9 pr 5 pr =
2-00 am - 4:00
- am Event Test
10 prr o pm
Dm 7 pr
1er 17 18 19 20 21 2 3
8 pr
9 pr
10 p
; 24 25 26 27 28 29 30
11 pr
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Events %
New event

Events can be created directly in the shared calendar in TeamShare. They can be o0 e oryour e
used to provide information about an event for the project that must be :
coordinated with several attendees. In the Event details, you can specify the Choose a place for your event
following information: Desenne your even
» Name of the event
test1 account E‘ + Add an attendee
» Location of the event Remindiers for attendezs
+ Add a reminder
» Description
All day
> Alist of attendees [ Check it for an all-day long event
. Start date:
> Reminders On: 05/13/2015 at. 8 n 30 mn am E‘
» Schedule (all day event or specific start/end date) End date:
On: 05/13/201c at. 9 nr 30 min am E‘

Task Deadlines

Tasks deadlines are shown in TeamShare with the start and deadline dates. They are marked with a color based on
the legend provided in the left side of the page. These items are created in the Tasks element when the start date
and deadline date are specified.

Check all / Uncheck all

[ ]
{ 10 11 12 13 14
[ Other tasks = T;mm—-!mam Event
®

Subscription to shared calendar

You can subscribe to your shared calendar by using the Subscribe button or the webcal link. For the webcal link,
you can copy/paste the link into a client which uses webcal, or you can Send an email with the link to someone.
When they receive the link, their email client will use their calendar to subscribe to the shared calendar.

November 2014
Your time zone : America/New

Launch Application

This link needs to be opened with an application.

Subscribe %

Subscribe to this calendar

Send to:

Microsoft Qutlook Use this link to subscribe to this calendar

30 Boxes

https://30boxes.com php?calendar=130589&key=28iqoj2ys6

Choose an Application

Send by email

7] Remember my choice for webcal links.
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CalDAV

CalDAV defines a protocol of edition (publishing) of on-line calendar (timetable). It allows you to synchronize your
Outlook schedule (diary) or TeamShare calendar with the diary of your Android phone.

Some platforms under Android offer free versions of caldav. For example, you can download for free, the caldav
client Solcalendar from the Playstore through your mobile phone.

Do not forget to check the box synchronize with CalDav from the list of your workspace project under Calendars.
Fill in your caldav account information on your mobile phone by using the information found under My
synchronizations of your TeamShare account.

My synchronizations

FILES
n Get Apps Login / Email: mariec ~com
+ Password: That of your TeamShare account
yo
MY PERSONAL ACCOUNT
My profile. Compatibility: Windows 8, 7, Vista, XP, Mac 05 Xv10.7+
My notifications
My synchronizations
Linked accounts
CALENDAR
% Outlook Available soon
Address: https://e i.-teamshare.opentouch.net/caldav/
CalDav Account Login / Email: marie : ~com

Password: That of your TeamShare account

CHOOSE THE CALENDARS TO SYNC VIA CALDAV

Parker -
Smith & Co

Yachting

Marketing

R&D

iPhone, iPad, Android, iCal...
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OpenTouch® Teamshare provides a meeting scheduling tool which allows you to set up a meeting in a few minutes
without having to face never-ceasing email exchanges. Create a meeting is very easy. You simply propose a time slot,
and then participants will be notified and asked to fill up their availability. By polling participants, you can quickly set up
a meeting and see their availability at a glance.

Add a Meeting

Create mew meeting

You can add a new meeting invitation by selecting “Add meeting” from the top of the Marketing First Meeting
Meetings page. The Meeting form appears.

You must first enter the name and place of your meeting. A field is available for a
description of the meeting. Here you can enter additional information about the Mecting t decuss agenda
meeting, such as conference details.

Then, you can select from the list of Attendees within your project workspace. —
Attendees will receive a notification email by default, but you can deselect the option
at the bottom of this form.

-

X st account

¥ [ES03 ACoount

Next, you can select time slots for the meeting. You can add more than one date with
the times that you would like to meet.

What are the time slos?
051320 9:00 1100 =

¥aA2Mm 100 12:00 3

Finally, you can select notifications at the bottom. You can be notified of each
response to the invitation, and each attendee can be notified via email of the new 0SM5201 1100 1300 X
meeting invitation. + add date

¥ Monfy me about the responses

o Mo |:_-'|‘.::E‘"::E"."- ::f:\,'l'll i

Update Meeting Details

You can update Meeting details by selecting the field. A popup will appear so that you can edit the content of the field.
Dates or additional participants can be added by selecting the edit icon.

Note: You cannot change the Time slots that have already been added, but you can add new dates.

Meeting name Place 1= Time slots Status |

. Wednesday, May 13, 2015 9:00 am - 11:00 am ﬁ
*&’ Marketing First Meeting Paris Thursday, May 14, 2015 10:00 am - 12:00 pm Your availability I/O

Friday, May 15, 2015 11:00 am - 1:00 pm

«q
Marketing First Meeting \ /
Paris

=3
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e  Your Availability

When you select “Your Availability”, it will signify to other attendees which meeting time slots you are
available. This is done by clicking on any of the dates that fall under the row of your name. In this example, |
have indicated that | am available on Wednesday and Thursday, but not available on Tuesday. My colleague is
not available on Tuesday, available on Wednesday, and unsure about Thursday.

Marketing First Meeting

Place: Paris
Description: Meeting to setup agenda

Wednesday, Thursday, Friday,
May 13, 2015 May 14, 2015 May 15, 2015
9:00 amto 11:00 am 10:00 am to 12:00 pm 11:00 am to 1:00 pm

test] account

test3 account

Available guests 1 2 1

Notify attendees by email
[[]send the invitation again

As the owner of this meeting, you can also confirm the date by selecting “Set this date” for the date that you
select. Only 1 date can be selected. Also, you can notify attendees by email or send out the invitation again.

e Add dates or participants

You can add new dates to your meeting invitation. This allows to offer your users more options to select a date
that is more relevant and agreeable to most of the attendees within your project workspace.

Add time slots
+ Add date
Attendees
Status
test1 account
X test3 account
Your availability L=
Add attendees
~p Add attendee B

Notify attendees by email
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e Delete

A meeting can be deleted by selecting the ‘x’” icon for the meeting you want to delete. You will be prompted to
confirm the removal of the meeting and asked if you want to Notify attendees of the cancelled meeting.

Warning!

Status
A pre you sure you want to delete this meeting?

Your availability

Confirm Cancel

A Notify of cancelled meeting
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OpenTouch TeamShare allows you to realize effective and time tracking on each project. Stay up-to-date on your
activities progress. Track time spent by each participant on their different projects and missions. Configure time
tracking in seconds for selected participants where applicable and they will be automatically notified.

Users at the level of participant can only see their own time tracking. Leaders can visualize time tracking of participants

that work on projects they created. Admins and the TeamShare manager can visualize time tracking for all projects

and all participants.

Entering Time Spent

TeamShare shows the current workspace as well as any other workspace for which your account belongs. You can
enter the time spent for each project workspace by selecting the clock icon under each week of activity. Time can
be entered in 0.25 day increments up to 5 days.

Export time tracking

WORKSPACES

Customner Care
Personal Cloud Technical Support
Created on Sep 17, 2014

Other workspaces
Busines

Perso: d Core Team
Created on Nov 14, 2013

1 Core Team
Created on Sep 3, 2014
Per:
Per ud Core Team
Created on Jun 13, 2014

w2

Total :

Timesheet of:

] -

) from Dec 15, 2014 to

= Dec 21, 2014 ) Dec 28, 2014

0.25 day(s)

Confirm

5 day(s)

0 0

from Dec 22, 2014 to .' from Dec
5

Jan 4, 2015

20,2014 to off

WO

Export time tracking

WORKSPACES

C Care
P id Technical Support
Created on Sep 17, 2014

Other workspaces

Created on Nov 14, 2013

Per: oud v1+

Per: oud Core Team
Created on Sep 3, 2014
Per:
Per:
Created on Jun 13, 2014

nal Cloud v2

Total -

m o

Timesheet of:

N

from Dec 15, 2014 to -

Dec 21, 2014

Dec 28, 2014 Jan 4, 2015

] s 3

235 5375

from Dec 22, 2014 to " from Dec 29, 2014 to
5

w

P

Total on
workspace

395

3.5

225
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Export Time Tracking

The time spent can be exported to a CSV file. TeamShare supports ISO-8859-1 and UTF-8 character sets. Also, the
file can be exported with a semicolon or comma separator. Finally, each field can be delimited by either double
quotes or single quotes.

Select “Export time tracking” at the top of the Time Tracking page.

Alcatel-Lucent Enterprise Technical Support Time tracking

Technical Support Export time tracking
L]
from Mc
Q WORKSPACES 2014 to!
2014
Technical Support
ATTENDEES
= Personal CLoud QA and Tests
_ Created on Thu, Nov 20, 2014
. Baptiste
.% Pascal Other workspaces
< ]
b Raul
® Total - 0

Then, select your options and select “Download file” to export the data. You can then save or open the CSV file.

Opening time_tracking_raul_valdez.csv

Export a CSV file You have chosen to open:
E) time_tracking_raul_valdez.csv

which is: Microsoft Excel Comma Separated Values File (57 bytes)

150-8859-1 UTF-8 from: https://ale.teamshare.opentouch.com
@)

Export options

Character set
What should Firefox do with this file?

Semicolon Comma
@

Field separator ) Qpenwith | Microsoft Excel (default) -

Sawve File

. Double quote Single quote
Text delimiter @ / [T] Do this automnatically for files like this from now on.
& Download file / [ 21 ] [ Cancel l
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The wall project page centralizes all the notifications concerning a project. It lists the events and the recent activities of
a workspace. You can visualize (display) the history of the activities on each of your projects workspaces.

All the elements of the wall are clickable and allow you to reach the recently added elements. You can also post news
about the project or start a new discussion for other members/attendees within the same workspace.

Post News or Start a New Discussion

At the top of the page, enter the topic of your news item or discussion. Then hit Enter on your keyboard or click on the
submit arrow next to the form.

Test. This is a new post/discussion|

4  Test. This is a new post/discussion.

% Rau

After the text is submitted, there is a new item on the project workspace wall. When you select the wall item, any
attendee within the workspace can add comments to the post.

. Test. This i t/di ion.
< F:s is is a new post/discussion ~g > delete

Test. This is a new post/discussion.

PROJECT Customer care

COMMENTS (3)

v Hola. Gracias por su ayuda.
€ thanks.
-

test reply. nice job.

&

-
-~

w - If you are an administrator, you can delete posts and comments. Regular users can only delete their
X own comments.
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Visibility settings

Different types of messages can be viewed on your wall. The wall can display various Check all /Uncheck all
notifications, posts, or messages from your project such as:

oy Discussions

» Discussions

> Files €2 Files

» Calendar

> Tasks 83 Calendar
» Meetings v Tasks

& Meetings
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OpenTouch® TeamShare provides a Chat feature to communicate immediately with other attendees on your project
workspace or other workspaces. The Messages feature allows you to send messages to other users that can be read
later. The features are available on every tab within your workspace (Files, Tasks, Calendar, Meetings, Wall, and Time
Tracking) at the bottom of each project page.

When you click on the conversation icon n, you will see a popup to select either Chat or Messages.

*

Chat

To begin a chat session, click on the Chat icon, then a popup .; test]1 account
window will appear. When the window appears, you can join an

L. . . . Test1 Customer
existing conversation or create a new chat conversation with other ®

users. ° test2 account

. . . . i1 c e IETin " I -
Chat can also begin by selecting the conversation icon next each @ R  Start discussion with test3 account
attendee. The availability status of each attendee is shown next to & test3 account

their avatar.

~ ~ A chat discussion can also be started with several users. After selecting a single user to start a
discussion, select the plus (+) icon, then select each user to join the discussion, and finally click on
“Start discussion” to begin a multiple user chat.

< Discussions create a discussion

Pascal . Baptiste

Show details

£ Team Share Alcatel-Lucent Enterprise &) Team Share Alcatel-Lucent Enterprise

£3) Team Share Alcatel-Lucent Enterprise
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OpenTouchQTeamShare applications for smartphones take the cloud to a new step. Browse through your files and tasks
directly from your mobiles devices from anywhere. You can download and preview your files on your smartphone or

tablet. Keep your tasks up-to-date and add new tasks in seconds. Every modification on your smartphone or tablet is
instantly synced with your TeamShare.

iPhone/iPad

To install OpenTouch®TeamShare apps for iPhone/iPad, go to

https://appsto.re/us/C6MY6.i

or search for " OpenTouch TeamShare " in the Apple App Store.

Then, install the app on to your iPhone
or iPad device.

Once the app has been installed, launch the program. You will be prompted
to enter your “TeamShare name”, Email, and Password.
name, you only need to enter the server name (host name). There is no
For example, for the teamshare server U
“ale.teamshare.opentouch.com”, you only need to enter the name “ale”.
Then, you will enter your email address associated with your account and

need to enter the domain name.

iPad = 9:33 AM b 97%
iPad Only~  Any Price~ All Categories™ By Relevance~ All Ages~ ‘= Q opentouch... &
OpenTouch
=
T h GET
,-ﬁa:r:su?.ri. Enter — OpenTouch TeamShare

| OpenTouch

TeamShare l

Makes project
collaboration easy

Alcatel-Lucent Enterprise>

INSTALL

Makes project
collaboration easy

r Tearr
e your
projects, busir

Details

| OpenTouch
TeamShare

Description

Share documents, synchronize agendas, assign tasks, set up meetings and chat

hare: Create your password-protected shared workspaces in a click for your
ses or customers. .. more

[

the password associated with your account.

For the TeamShare

ale

first.last@company.com

Forgot your password?
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N7
‘ - Here, you must fill the exact Teamshare name, you cannot use the generic name

my.teamshare.opentouch.com

Your account is now setup and you can begin collaborating on your project from your iPhone or iPad.

iPad ¥ 11:41 AM O1%, (-
o Ale +

Personal Cloud BU

OpenTouch Conference

Personal Cloud Operations & Programs

Personal Cloud Customer Support

Personal Cloud Programs

rrﬂ‘ Personal Cloud V2
4

Sales & Marketing

w SALES TOOLS

Android

To install OpenTouchQTeamShare apps for Android, go to

https://play.google.com/store/apps/details?id=com.opentouch.teamshare
or browse the Play Store or Android Store.

F e g 100 1l 9:29 AM

1. OpenTouch
TeamShare
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https://play.google.com/store/apps/details?id=com.opentouch.teamshare

Next, install the app on to your Android device by selecting the Install button from inside of the Android or Google

Play store.

6 EGANE & T

e OpenTouch ORGANIZE YOUR BUSINESS

1 100% [0 9:29 AM

TeamShare STAY SYNCHRONIZED
FACILITATE TEAMWORK
MANAGE YOUR PROJECTS

OpenTouch TeamShare

Alcatel-Lucent Enterprise Applications

Designed for phones

- QQ

Downloads Business Similar

OpenTouch TeamShare makes project collaboration easy

- @

E MOF
ORGANIZE STAY FACILITATE MANAGE
| o | o | mame ] e | g8 OpenTouch

You will be prompted to allow OpenTouchQTeamShare access to your ldentity, Contacts, and Photos/Media/Files.
The Identity access is necessary for allow multiple profiles on the device to be accessible. The Contacts access is
needed for using relevant contact or email address information. And the Photos/Media/Files access is needed to
access files such as images, videos, or audio content. Click on “Accept” to give TeamShare access.

v

OpenTouch TeamShare

Identity

B Contacts

Photos/Media/Files

Once the app has been installed, launch the program by selecting the TeamShare
icon. You will be prompted to enter “Your Account”, Email, and Password. For the
TeamShare name, you only need to enter the server name (host name). The domain
is automatically added to the end of the TeamShare name. For example, for the
teamshare server “ale.teamshare.opentouch.com”, you only need to enter the name
“ale”. Then, you will enter your Email address associated with your account and the
password associated with your account.

af100% 0 9:29 AM

6 « E¢

ale

first.last@company.com

teamshare.opentouch.com
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N7

\,

Here, you must fill the exact Teamshare name, you cannot use the generic name
my.teamshare.opentouch.com

Your account is now setup and you can begin collaborating on your project from Android device.

6 GANE &8

@ PROD:Ale

PERSONAL CLOUD BU

OpenTouch Conference
90 documents.

PERSONAL CLOUD OPERATIONS & PROGRAMS
4R Personal Cloud Customer Support
o
38 documents
PERSONAL CLOUD PROGRAMS
m
] Personal Cloud V2
105 documents
SALES & MARKETING

w SALESTOOLS

211 documents

END OF DOCUMENT
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