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Using My Soonr Projects
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The latest release of Soonr (Feb 2011) includes a special folder called My Soonr Projects that is automatically created on your desktop when you update the client software. This folder is easy to spot as it has a unique blue color with an embossed Soonr logo on it.  This folder allows you to automatically have a local copy of the files and folders that are stored online. It functions exactly the same as a local folder on your hard disk so that you can use the tools (File Explorer, Microsoft Office, etc.) that you are already familiar with. 
The huge benefit is that the folder is automatically kept in sync with the files online and vice versa. When groups of people share a Project folder, all the files are automatically kept up to date on everyone’s desktop. 
Creating a Synchronized Project Folder
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There are a several ways to create a new folder, but the easiest is to use your native File Manager. The My Soonr Projects is a special folder contained in your standard My Documents directory. Do the following to create a new Project Folder.
1. With the “My Soonr Projects” folder highlighted, right click to get the local menu.

2. Choose the “New” option and then “Folder”.

3. Give the folder a name and you are done!

Seriously it’s that easy. 

Soonr will automatically create a matching folder online so that you will always be able to access the contents of this folder. Later we’ll show you how to share this folder with others on your team so that they can also be kept in the loop.

Adding a File to a local Project Folder
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You can drag and drop files into your new folder and they will automatically be synchronized with your online account. There’s even a little indicator that will let you know the status of the file synchronization. If everything is in sync, a green checkbox will appear next to your folder. 

If there are files in the process of being synchronized, the indicator will change to an orange circle. If you want more detail about what is happening, you can launch your desktop software and there will be a clear status indicator showing you the current activity.
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Adding a File to an Online Project Folder

You probably figured out that the file synchronization happens both ways. If you add a file to your account online, it will automatically push the file down to your local computer. This even works for multiple computer and multiple users.

Using a web browser from any computer, you can add files to your Project folder. Here are the steps to add a file to the “Drop Folder” in the example above.

1. Log into  your account at www.soonr.com
2. Click on the “Projects” tab.
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Find the folder you want to add a file into. (Hint: you can start typing the name into the filter edit box and Soonr will quickly cull down the list).

4. From the “Action” menu, choose to upload a file.

5. Choose the file you want.

After you select the files to upload, Soon will begin the upload process and then push that file down to all the machines that are connected to your account.
Sharing Projects with other Team Members
Sharing with other teams members is accomplished the same way as previous versions of Soonr. You simply choose the people you want to share with, define their access rights and the Soonr service will send them a notification.
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2. From the selection list, choose the members of your team that you want to share with. [image: image4.png]Share Project: Drop Folder
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That’s it! An email notification will be sent to the team member and the shared folder and files will automatically be synchronized to the users desktop.
Special Notes
How do I get this new feature?

When you update your Soonr desktop software to version 4.0.x, the My Soonr Projects folder will automatically be created and by default all NEW folders will be synchronized.

How do I synchronize my existing Projects?

If you have existing Project folders, they will NOT be synchronized automatically. You will need to add your previous Projects if you want them to be automatically synchronized. In order to add your existing Projects, open your desktop software and choose the “Add Projects” button in the Projects tab.
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If you are more visual, you can view a video online that shows you how to do this. https://vip.soonr.com//1/partner/soonr/agent/AddFoldertoMySoonrProject.html 

Why not automatically add and sync all online Projects?

When you choose to synchronize your projects locally, all online files are copied to your local harddisk. Users who have multiple Gigabytes of files in their online Project folder may not want a large volume of data to be automatically copied. Users have the option to choose the folders they want synchronized locally while leaving others folders online only.
If you have any other questions, please email support@soonr.com. 
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