UBM

eFile Manager

User Guide

Contents

0 {1 o 2
U 7o) Lo - o IR TSR 3
GEE LINK ettt et n et e r e e sae e e e nreens 4
DOWNIOAM ...ttt ettt s he e sttt e b e bt e sh e e s at e sat e e bt e b e e b e e ehe e eab e et e et e e bt e nheesaneeaee 4
CrEATE FOIARN ..ttt ettt e bt e s bt e s ae e st e et e bt e bt e bt e saeesaeeenteereens 5
(20T AT o o= PP PSPPSRI 6
D= 1= o OO P PRSPPI 7
IMIOVE FIlS.c ettt sttt ettt e s e sttt et e b e sbe e see e st e et e e nne e sneesanesane 7
(00T o1V S 1 =TSSP 8
Preview Image, Audio and VIdEO fil@S........coocciiiiieciiie ettt aaee s 9
ResSize & ROTAtE IMAZE FIl ....uueiiiiieee et e e e e e e e e e e e e e e e e e e e e e nneaaees 10
EXEFACE ZIP Fil@ ettt ettt sttt eneens 11

CompPress filesS 0 @ ZIP fil@.....uii ittt e e e aans 11



1. Go to https://file.ubmasia.com by browsers in Desktop, Tablet or Mobile phone. For
desktop browsers, it is suggested to use Chrome, Firefox, Safari or Edge. For Internet
Explorer, it supports for Version 9.0 or above only.

2. If you are using computers in office with Chrome, Edge or Internet Explorer, you will be
login automatically.

3. Otherwise, you can login using your computer Login ID (e.g. jp\xxxxx) and Password

eFile Manager
version 2016

Login ID

LOGIN

©Copyright 2016 UBM Asia Ltd.

For any enquiries on using this service, please
send to itsupport-hk@ubm.com

4. If you got this message after login, you need to apply the user account for eFile Manager
access.

(¢ 'n} ‘ @ https;//file.ubmasia.com/login ﬁ‘ ° & Q 4§ ~ QX

v No Access Right
You have no access right to this system. Please contact IT Support.
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https://file.ubmasia.com/

Upload
1.

Drag the files from your desktop or “Windows Explorer” and then Drop it on the empty
area of browser
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Or, you can Click the Upload button on toolbar, and then drop files or click “Select files
to pick file from File Dialog
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Get Link

1. Click on the file you would like to get link

2. The link will be shown on the top of the window

3. You can click the “Copy” button to copy the link to clipboard and then paste to your
document.
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Download

1. Right click on the file or folder and then click “Download”, or click the arrow to
download in new window
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Create Folder

1. Right-click on the empty area and then click “New folder”
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2. Input the folder name
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Rename

1. Right click on the file or folder and then click “Rename” on the context menu.
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Delete

1. Right-click on the file or folder and then click “Delete” on the context menu
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Move Files
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1. Tick the checkbox on the files or folders you want to move, and then Drag it to

destination folder on left side
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Copy Files

1. Tick the checkbox on the files or folders you want to copy, and then right click on it, and

click “Copy” on the context menu
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2. Go to destination folder, right click in the empty space, and then click “Paste” in the
context menu
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Preview Image, Audio and Video files

1. Right click on the file and then click “Preview” in the context menu
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2. You can go forward or backward to go through the folders by click “Left” or “Right”
button, and click the central “Expand” button to view the file in bigger size
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Resize & Rotate Image File

1. Right click on the file and then click “Resize & Rotate “ on the context menu
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2. You can resize, crop or rotate the file using the image editor, click “Apply” will save and
overwrite the original file
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3. Duplicate it first by right click the file and click “Duplicate” on context menu if you do
not want to overwrite the original file
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Extract ZIP file

1. You can unzip a uploaded file by right click the file and then click “Extract files from
archive”
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Compress files to a ZIP file

1. To create a zip file on eFile Manager, you can tick the checkbox of files or folders

and then click “Create archive” -> “ZIP archive” on the context menu
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