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1. DasDex® Place - Secure Data Store 

 

DasDex® Place (Digital Asset Security) is a highly secure cloud storage. DasDex® Place can store, 

share and transfer data in encrypted format. 

DasDex® Place comprises following features: 

• All files are stored encrypted. 

• A personal key for maximum safety. 

• DasDex® Place works on all major platforms 

• You can create and manage users for DasDex® Place. 

• Share your data with customers, suppliers and employees. 
 
DasDex® Place consists of two different areas: 
 

• Company area: Here you can manage users, groups and folders. 

• Web front-end: Access via a web browser (Internet Explorer, Firefox, Safari, Chrome and more) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

2. DasDex® Place for Company 

 

2.1 Quick Start 

You can quickly and easily configure DasDex® Place. After ordering DasDex® Place, you receive an e-mail with the 
login credentials. Using these credentials, you can login to DasDex® Place. Your role will be Company and you can 
create different type of users. 

 

2.2 DasDex® Place Browse Menu 

Using Browse you can perform several actions like upload, download, creating a folder, creating a text file etc. The 
actions are explained below: 

1. Back – Using Back button you can move to the previous pages. 

 

2. Forward – Using Forward button you can move to next pages you visited. 

3. Go to Parent Directory – Using this button you can move to your parent directory. 

4. Reload – Using Reload button you can reload browse page. 

5. New folder – Using New Folder button in task bar you can create a new folder and can provide it name 
according to your convenience. Also, you can put/upload files into this folder. 

6. New text file – Using New Text File button you can create, edit and save a text file. 

7. Upload files – Using Upload files button you can upload single or multiple files to drive from your system. 

8. Open – Using Open button you can open a volume/drive, folder or file. 



9. Download – Using download button you can download existing file(s) from DasDex® Place. 

10. Select files – Using this button you can select multiple files. 

11. Get info – Using Get info button you can get information of particular volume/drive, folder(s) or file(s). 

12. File Permission – File permission is basically for security purpose, if you don't want your file get edited by 
other user who is using the same volume/drive, you can apply corresponding permission on it. If the file is 
having read, write and execute i.e. all permissions, file can be fully accessed by other user like he/she can 
edit it as well. And if you provide only read and execute permission on it other user can't edit it. 

13. Copy – Copy button allows you to copy your folder(s) or file(s) to a different folder or volume/drive. 

14. Cut – Cut your file(s) or folder(s) to move to different folder or volume/drive. 

15. Paste – Paste button allows you to paste the file(s) or folder(s) you have been cut or copied. 

16. Delete – Using Delete button you can delete those file(s) or folder(s) which are no longer in use. And it is 
recommended, not to delete volume/drive as all the files and folders will get deleted. If you do this, only 
blank volume/drive will be there. 

17. Restore - To restore file to a previous version. 

18. Duplicate – Duplicate button allows you to create a duplicate copy of file or folder. 

19. Rename – Using Rename button you can rename file or folder according to your convenience. 

20. Edit file – This button works only for text files. If you want to edit a text file you can use this button and can 
save the changes you applied. 

21. Resize and Rotate – Resize and Rotate button allows you to edit image files. You can rotate or change the 
size of image. 

22. Icons view/List view – Using this button you can change view of all the files and folders. In List view you can 
get information like what permissions have been applied on particular file, when it got modified and size of 
the files or folders. 

23. Search text box – In browse menu you have search text box as well. You can search your file or folder from 
all the existing volumes. 

24.  My Volumes – Under this you can see Volumes for which you have access. 

25.  Volumes – These are the volume for which you have access / permission. You can upload /download files, 
perform other actions according to the permissions provided. 

If you will get a lock sign on a volume that means you don't have write permission on that volume and not allowed to 
upload files i.e. you have only read permission on that particular volume. 

 

2.3 DasDex® Place DAM Manager Menu 

 

In DAM Manager menu you will get two sub menus: Search and Upload. 

 

2.3.1 Search Sub menu 

 



 
 

 

Search by File 

In this tab you can search your files by providing credentials like volume name, Categories name or directly by file 
name. 

Volume 

If you want to search or filter your files by volume, you need to enter corresponding volume name in volume field 
and click on Apply filter button. You will get all the files under the entered volume. Also you can search files in 
multiple volumes by entering multiple volumes in volume field. 

Select Categories 

If you want to search files under particular category entry, you can search by entering corresponding category entry 
name(s) in Select Categories field and as you click on Apply filter button you will get all the files under the entered 
category entry. 

Name 

You can also search your file by directly entering the file name. You just need to enter the file name in Name field 
and Click on Apply filter button, If file(s) with the entered name exist there you will get list of file(s) there otherwise 
there will be empty result. 

Apply Filter 

Apply Filter button allow you to search files according to your entries in Volume, Select Categories and Name field. 



Enter details in the fields through which you want to search your files and click on Apply filter button. 

Remove Filter 

Remove Filter button will remove all the filters you have applied on fields. 

 

Search by Tag 

Search by Tag field and Search icon 

Using Search by Tag field you can search files under the tags you have created. Enter the name of the tag(s) in Search 
by Tag field and Click on search icon, you will get list of tagged files in the corresponding tag(s) and if there are no 
files in entered tag(s) you will get an empty result. 

ID 

By clicking on ID link, you can sort your files according to id of the files. 

Volume 

By clicking on Volume link, you can sort your files according to Volume. 

Name 

By clicking on Name link you can sort your files according to name of the files. 

Size 

By clicking on Size link, you can sort files according to size of the files. 

Modified 

By clicking on Modified link, you can sort your files according to the modified date of files. 

Prev 

By default, 20 files are shown in the list when you are on Search page. So, with Prev button you can move to previous 
page to previous file(s) listing. 

Next 

Next button to move to next pages to see next file(s) listing. 

Page Number 

If you want to go to a particular page number click on corresponding page number button. 

 

File Properties 

By clicking on any file on search page, you can see information of that file like General information, File Permission, 
Audit log etc. 

 

 

 

 

 



General Information 

 
In General information tab, you will get all the information related to that file like full path of the file where it exists, 
size of the file, created date, modified date, in which category(s) and tag(s) it exists. If you want to directly download 
the file you also get a web URL, copy it into the web browser and enter, your file will get downloaded. 

Open File 

Click on Open file button in general information tab, if file is open-able, it will open in browser or it will ask you to 
download the corresponding file. 

Download File 

Download file button allows you to download the file and you can access that file locally on your system. 

Bundle 

In Bundle tab, you will see those file(s) which exists in bundle. At the time of uploading if you entered or selected a 
bundle then in the bundle tab that bundle will be displayed and all the file(s) under that bundle. 

If corresponding file is not part of bundle then a message shows “This file is not part of any bundle” 

 

 

 

 

 

 

 

 



Audit Log 

 
In Audit Log tab you will get information about modification in corresponding file. In Event column you will get which 
event has been performed edit or create. In Source column you will get the user id which user has performed event 
on the file. In Description column you will get IP of the system through which file has been modified. In Created 
column you will get created date. 

 

File Permission 

 
 

 

Add File Permission 



 

 

Using Add button you can set permissions on corresponding file. If you don't want your file to get edited by some 
user(s) / group(s) set read and execute permission on the file and save it. 

Edit 

If you want to edit existing permission use Edit button. 

Delete 

If you want to remove permission from file use Delete button. 

 

 

 

 

 

 

 

 

 

 

 

 

 



File Revision 

In File revision tab, previous revisions of a file are available. Here we can download any previous revision or even can 
restore the file to a previous revision. 

 

Select a file to edit 

 

 

Edit and save 

 



 

 

Right click to open context menu and click File Restore 

 
 

 

 

 

 



Here all previous version(s) are available. File can be also restored to a previous version too. 

 

 

Trash: File deletion and how to restore it back 

To delete a file is simple, right click the file, to open context menu and click ‘Delete’ 

  



Confirm file deletion 

 

 

 

 

Deleted files/folder are dispatched to folder named “_trash_”, as shown in the following image: 

 

 

 

Deleted file can be restored back too. Go to deleted file, open context menu and select “Restore”, after a 
confirmation message the file is restored back. Example: 



  

 

 
 

And the files are restored back 

  



2.3.2 Upload Sub menu 

 
 
Here you can upload single or multiple files. You can select single volume and bundle at one time but you can select 
multiple categories and tags. 

 
Add files 
Using Add files button you can add file(s) which you want to upload. At one time you can add max 25 files and min 1 
file. File having size zero will not be upload. 

Start Upload 
After adding files, click on Start Upload button to start the uploading process. 

Cancel Upload 
If you want to cancel the upload process, click on Cancel upload button. 

Delete 
If you want to delete uploaded files, click on Delete button. 

Volume 
Select the volume using Volume drop down in which you want to upload file(s). 

Select Categories 
Using Select Categories field you can select category entries under which you want to upload your file(s). 
Tag 
Enter tag(s) in Tag field to tag your file(s) which helps you in searching. You can search file(s) using tag(s). 

Document Bundle 
Document Bundle is basically to put together similar type of file(s). Enter Document Bundle name and description or 
select an existing bundle in which you want to upload your file(s). In Browse sub menu a folder with the same name 
as you have given to document bundle, will be created under the selected volume and uploaded file(s) will be there 
(only if DAM is enabled for the volume you selected to upload). 

Submit 
After successfully uploading the file(s) and selecting all the entries like volume, categories, tags etc, click on Submit 
button which finally submit your process. File(s) will display in Search sub menu and Browse menu. 



Clear Form 
If you click on Clear Form button all the selected entries will be cleared. 

 

 

 

 



 

 

 

 

 

 

 

 

 

 



3. DasDex® Place Admin Menu 

 
 

 

In DasDex® Place Admin menu, you will get options to create Volumes, Users, Group, Categories, Document Bundles 
etc. Admin menu will be visible only to the company user. 

 

3.1 Volume Sub menu 

 
In Volume sub menu you can add, edit or delete a volume. Also, you can sort volumes by id of the volume, soft 
quota, hard quota, name and DAM. There is pagination on the volume page which get enable after a particular 
number of volumes have been created. 

 



3.1.1 Add Volume 
Using Add Volume button you can add a volume in which you can upload your file(s). While adding a volume you 
need to provide a valid hard quota and soft quota value in respective fields. The value of soft quota and hard quota 
will be in gigabytes (GB). 
 

 
 

 
 
 
 
Assigned and Available space will display how much space you have assigned to other volumes and how much space 
you are left with. 

 
Significance of Hard Quota and Soft Quota 
If the size of the data in volume becomes equal to hard quota value, it prevents users to upload more files in that 



volume that means it’s a size limit which you can provide to a volume. For example: if hard quota of a volume is 4 GB 
that means you can upload up to 4 GB data into that volume. 
 
Soft Quota is just to show alert that the volume is about to reach its size limit. That means if you have provided a 
value to soft quota and as the size of data will become equal to soft quota it will start giving you a warning message 
that “Quota exceeded for volume: Volume name”. 
For example: On a volume, soft quota is 1 GB and as you have uploaded 1 GB data to that volume it will start 
showing you warning message. 
 

Significance of DAM – Digital Asset Management 
DAM is a tool that centrally stores and Manage all digital files. If you selected DAM while creating a volume, then at 
the time of upload if you select or enter a document bundle name, a folder with the same name as bundle will get 
created in browse menu and under this folder your file(s) will be uploaded. Otherwise folder according to mime type 
of your file(s) will be created and under those respective folder(s) your file(s) will be uploaded. 
 
For example: if you have uploaded image file(s) than folder with the name “Bitmap Image Documents” will be 
created and file(s) will be uploaded in this folder. 
 

Edit Volume 

 

 
 
 
Edit volume allows you to change the existing volume settings. Like you can increase or decrease the value of soft 
quota or hard quota, you can enable or disable the DAM- Plugin and you can add or edit a volume permission related 
to the volume you are editing. 

 
 
 
 



Volume Permissions 

 

 
 
 
 
 
Volume Permissions is basically the access rights on the volume you are providing to the users. Using volume 
permissions, you can define what permission on a particular volume you are applying and which user have rights to 
access that volume with the applied volume permission. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Add Volume Permission 

 

 
 
 

 



 

 
 



 
 
Using Add button you can add a volume permission, and you can select groups or users to whom you want to 
provide the access of that corresponding volume, also you can select which permissions you want to apply on that 
particular volume. 
For example: if you give read and execute permission on a volume then allowed user(s) and group(s) can only read 
and download file(s) from corresponding volume. If you provide read, write and execute i.e. full permission then 
allowed user(s) and group(s) can edit, upload and download file(s) on that volume. 

Edit 
Using Edit button, you can change the volume permission like you can change user(s) or group(s) to whom that 
volume was accessible. You can change the permissions as well. 

Delete 
Using Delete button you can delete the volume permission which are not in use. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Categories Sub menu 

Categories are basically to categorize your files. Like if you want to differentiate similar type of data, you can create a 
category and can upload files in it. 

In categories sub menu you will see the categories you have created. Here you can add, edit or delete categories. If 
you want to sort categories, you can sort them by id, title, created or modified date etc. 

 

 

Note: You can't delete a category if a category entry has been created under it. 

 
Add Category 

 

 
 
 
Using Add category button you can add a new category. Provide a title to it according to your convenience. You can 

provide description to it if needed. And this category will be created under the user you are logged in. 
 
Importance of Category type 
At the time of creating or editing a category you will see three category type: Single, Multiple and Top-level single 



 
Single: If you have given a category type single, that means you can select only one category entry from this category 
at the time of uploading file(s). 
 
Multiple: As the name describes, if you have given a category type multiple, then at the time of uploading file(s) you 
can select multiple category entries at the time of uploading files. 
 
Top Level Single: Top level single category is a different case, if your category is of type Top Level Single, and if you 
upload file(s) in it, than a folder with the selected category entry name will be created under the selected Volume 
and file(s) will be save in this folder, for this DAM – Plugin should be enable for the selected Volume. 
 
Also, you can create multiple top level single categories but at the time of uploading file(s), you can select only one 
top level single category. 

 
For Example: 
Top Level Single Category- Department 
Category entry in this category- Accounts 
Volume- Test (DAM – Plugin is enable on this volume) 
File name- abc.txt 
Location of the file- Test/Accounts/abc.txt 
 
If you selecting or entering a document bundle also and selecting a top level single category than Location of your 
file will be Test/Top Level Category Entry/Document Bundle name/abc.txt. 
Note: Document bundle will be enabled only when DAM-Plugin is enable on a volume. 
 
If Single / Multiple Category Entry(s) and Document Bundle entered then your file will be uploaded to 
Test/Document Bundle Name/abc.txt 

 
Importance of Required Category 
If you have checked required check box for a category than it is mandatory to select category entry(s) from this 
category at the time of uploading file(s). 

 
Importance of Mime Group 
Mime Group is grouping together similar type of files depending on file extension. 
For example: 
1. Office Documents will contain .doc, docx, xls, xlsx etc. 
2. Bitmap Image Documents will contain .bmp, .jpg, .tif, .jpeg etc. 
 
If DAM- Plugin is enable on a volume, but selected category is either single or multiple and no Document Bundle 
selected, then location of uploaded file will be Volume/Mime Group name/file 

  
Edit 
Using Edit button, you can edit the properties of a category like you can change its name, Description, category type 
etc. Also you can create a category entry under this category. 
 

Category entries 

 



 
 
 

 
 



 
 
 
 
Category entries are basically a common differentiating characteristic under a category. When you upload a file in a 
category entry for which category has type top level single then category entry's name folder is created under the 
Volume in which file will be uploaded. 
 
In this tab you can create, edit or delete a category entry. Also, you can sort category entries by different fields like 
id, name, created or modified date. 
While adding or editing a category entry you will see a field named code, if you fill this field than at the time of 
uploading file(s) location will be like: Volume/category entry or Bundle name/code_file. 
Note: This path will exist only when DAM – Plugin is enabled on Volume and Category must be top level single 
category. 
Also, you cannot delete a category entry if file(s) has been uploaded in it. 
 

Document Bundles Sub menu 

Document Bundles are basically to put data (files) together according to user need. 
 
For example: If you want files of some employees together you can create a bundle with appropriate name and can 
upload files in this bundle. 
Here you can add, edit or delete a document bundle. And you can sort Document Bundles by id, Name and 
Description field. 

 



 

 

 

 

Also, you can create a Document Bundle by DAM-Manger/Upload page. 
Note: You cannot delete a document bundle if file(s) has been uploaded in it and Document bundle will get enable 
only when DAM – Plugin is enabled on the Volume you are uploading file(s) in. 
 
Users Sub menu 

In Users sub menu, you will see the list of users created, add new users according to your subscription. You can sort 
users by id, name, role expiry, modified date etc. 

Users are basically identities created by you who can use only the allowed module of application. You can provide 
different roles to them to access drive. 

While adding or editing a user you will see three roles which are as follows: 

User 
If provided role is “user” then he/ she has Browse, Search & Upload privileges. That means user can upload file(s), 
Search file(s), download file(s) and can access browse page also. 



Dam-Manager 
If provided role is “dam-manager” then he/ she has Search & Upload privileges. That means dam-manager can 
upload file(s), Search file(s), download file(s) but cannot access browse page. 

Dam-User 
If provided role is “dam-user” then he/ she has only Search privilege. That means dam-users can search file(s), 
download file(s) but cannot access browse page neither can upload file(s). 
 

Add User 
You can add a new user, here in Email Address field you need to enter email id of the user which will be needed at 
the time of login, In full name field enter the name of the user, You can make activate or deactivate the user by 
choosing Y or N in Active. If you choose 'N' user will not be able to login into drive. You can set an expiry date for the 
user, as the expiry date will reach user will no longer be active. Also, you can provide roles to the user according to 
your convenience. 
 

 
 
 

 



 
 
Edit 
While editing a user, in General Information tab you can change all the properties of the user except its email 
address. 
 

 
In Audit Log tab, you can see the log of corresponding user, which files have been modified by the user, which has 
been uploaded etc. 
 
In Activity Log tab, you can see the user activity, like login, logout etc. 
 
In Related Groups tab, you will see the group(s) to which user belongs. 
 



Note: Company cannot change its role and expiry date 

 

3.2 Groups Sub menu 
 

 
 
 
 
 
 
 
 
Here you can see the groups created by you and create new groups. Basically, groups are created to assign volume 
permission(s) to number of users. If you do not want to assign a volume permission individually to different user(s), 
you can create a group of those user(s) and can assign volume permission(s) to the group. 
Similarly, you can edit or delete existing group(s). 

 
Add Group 
Using Add Group button you can add a new group of users. Select the Group Owner, and you will see the Available 
Members(users) and Available Volume Permissions under the owner, select them for including in the group.  Also, 
you can add group description in Description field. 
 
 
Now whenever you will login with the user who is part of this group, will have the volume permission(s) assigned 
while creating the group. 



 
 
 
 
Edit Group 

 

 
 
 
While editing a group in Settings tab, you can change the description of the group. In Users tab, you can add/ 
remove members in the group. In Volume Permissions tab you can edit the volume permissions assigned to the 
group. In File Permissions tab you will see the assigned permission on file related to the group. 



4. DasDex® Place Web Front-end: Global Access 

The DasDex® Place web front end allows you to access your data via web browser. 

4.1 Login and Navigation 

To Login to the web front-end, go to the URL. You will see the login window. There you can login with your username 
(email address) and password. 

After logging in, you will see the Browse or Search page depending on the role assigned to the user. 

 

4.1.1 Change Password 

To change your password, click on Settings (shown on the top right) and select the "Change Password. The password 
window opens. After clicking on Change password, you will see the change password page as shown below: 

Enter your old password. Then enter the new password twice, and click "Submit” 



 

Thank you  


