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Account Details page 

 

On this page, you can view or edit your account info. After finish editing, you can click on 

Submit button to save. If you change your email address, please note the system doesn’t 

immediately change your email address. Instead, it will send a confirmation email to your new 

email address. You must receive the confirmation email and click on the confirmation link to 

confirm the change. 
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7.3.1 Change password / username.  

 

From the Account Details page, you can click on “Change my password” link to change your 

password.  

 

You cannot change your username online. Username usually cannot be changed. If you do need 

to change your username, please send an email to DriveHQ customer support. 

 

- 

 

From the Account Details page, you can also find your referral link and a link to update your 

Alias / Icon. The Referral Link can be used to refer other people to sign up DriveHQ.com. You 

can get sales commissions if you can refer users who later order DriveHQ services. The Alias 

and Icon may be used in DriveHQ BBS / Customer Support forum to hide your real username. 

 

 

7.3.2 View Account Balances 

From My Account page, click on Account Balance, it will display the “Account Balance” page: 

 

 

 
 

Account Balance Page 
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In the account balance page, you can find your account sign-up date, Member (User) Type, Max 

Storage Space, Used File Space, Total Number of Files, Total Logon Times, Last Logon Date, 

Users Referred, Max Download Bytes, Used Download Bytes, Total Number of Emails, Total 

Email Data Size;  

 

Moreover, you can also find your Account Cash Balance, Service Coupon Balance and Total 

Points. Your referral link is also available in this page, which you can use to refer other people. 

 

On top of the Account Balance page, there are 4 buttons:  

- Deposit: i.e. make a payment. You can deposit (make a payment) in your account at any 

time. The paid amount can be automatically used for monthly service subscription fees. 

- Transfer: If your account has enough cash balance, you can transfer the cash balance to 

other DriveHQ user accounts.  

- Update Secure Password: To transfer your DriveHQ account cash balance, you need to 

enter your DriveHQ account password and another secure password. The default secure 

password is the same as your DriveHQ password. After you change your DriveHQ 

password, the secure password does not change. You can change your secure password 

by clicking on “Update Secure Password”. 

- Refresh Account Balance: refreshes all saved / cached account balance info. This is very 

useful if your account balance has been changed from a different computer or different 

application. For example, you might have uploaded a file from a different computer, or 

somebody else might have uploaded / downloaded / deleted a file in a folder you shared 

to him/her; or you might have other application, such as DriveHQ FileManager, DriveHQ 

Online Backup or any FTP client software changed your files / folders. In this case, your 

account balance info might be outdated, click Refresh will being your account balance 

info up-to-date.. You can also logout and logon again to refresh your account balance. 

 

 

7.3.3 Account Options Page 

 

From My Account pages, click on Account Options, it opens the Account Options page. It has 

two parts: Folder Options and Email Options; the Folder Options have been described before. 

The Email Options will be described later. 

 

7.3.4 Website Customization – customized logo and logon page 

 

It will be described in the Enterprise Service section. The service itself is not related with the 

Enterprise service. 

 

 

7.4 DriveHQ Service Subscription 
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7.4.1 Order DriveHQ Storage Subscription or Group User Licenses 

 

From My Accounts page, you can click on Subscribe to order DriveHQ paid service. Dependent 

on your user type, if you have a group account, you will see two types of services: 

- Storage space; 

- Group user license. 

 

If you have a regular (standalone) account, then you will only see Storage subscriptions. Sub-

users of a group account will not see the Subscribe button. 

 

If you have a regular account and would like to order additional user licenses, you can click on 

Group Account link from My Account pages, then upgrade to a group account for free. You can 

then order additional user licenses. 

 

DriveHQ premium service offers more storage space, more download bytes, fewer restrictions. A 

comparison of free service and premium service is available in 7.2.4. 

 

DriveHQ offers high-end online storage, online backup, online sharing and collaboration, FTP 

Server Hosting services at consumer level service price. We have bundled all storage related 

services in the same premium service package. (DriveHQ EmailManager / Email Backup service 

is sold separately) DriveHQ service can create a lot of value and save a lot of cost for businesses. 

You can install DriveHQ client software on any number of PCs for no extra cost; you can use 

DriveHQ service on any number of PCs. Multiple people can logon DriveHQ at the same time.  

 

 

7.4.2 Monthly Subscription Service and Annual Subscription Service 

 

DriveHQ offers subscription services. All subscription services automatically renew. You can 

cancel a subscription online at any time to stop future billing.  

 

To decide on monthly or annual subscription, you need to consider the following: 

- DriveHQ usually does not record your credit card info. So DriveHQ never automatically 

debits your credit card. You must pay the service fee online. If you order monthly service, 

you need to pay for the service monthly. 

 

- If you make a payment (deposit) of less than $10, DriveHQ will apply a $0.5 transaction 

fee. The transaction fee is applied by credit card processor companies. When you order 

DriveHQ monthly service initially, the fee is waived. To avoid the transaction fee, you 

can pay several months at once to make your payment more than $10.  

 

- To avoid the hassle of monthly payment and to avoid the transaction fee, it is 

recommended using our annual subscription. You also save 2 months of service fee by 

changing to annual service. 
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7.4.3 Upgrade to a higher level service plan 

 

If you have ordered a subscription service and if you need more storage, more download bytes or 

more user licenses, you can upgrade to a higher level subscription service plan. Your account 

info and files / folders will remain intact. 

 

There are several ways to upgrade: 

- Order a new subscription. E.g. if you ordered 20GB storage space, and if you need 5GB 

more, then you can simply order a new 5GB subscription or 10GB subscription. The cost 

will be $19.99/month + 7.99/month = $27.98/month. 

 

- If you ordered 20GB storage space, and if you need 20GB more storage space, then you 

can simply order a new 50GB subscription and cancel the current 20GB subscription. If 

your account has un-used service credit, do not worry, the remaining service credit will 

be kept. 

 

- If you ordered 100GB service plan and you still need more storage space, then you can 

order more subscription services. For example, if you need 250GB storage space, then 

you can order two 100GB subscriptions and one 50GB subscription. You can also 

consider using DriveHQ Enterprise Service, which is described in the Enterprise Service 

section. 

 

If you ordered an annual subscription and if you need to upgrade in less than 1 year, you will not 

lose un-used service credit. The service credit is automatically applied to your DriveHQ 

account. You can also make a payment of the difference amount and contact DriveHQ customer 

support. For example, if you ordered 10GB annual service, after 6 months, you want to upgrade 

to 20GB, then you only need to logon www.drivehq.com, go to My Account, then click on 

Deposit and make a payment of  
 $199.99 – 129.99/2 = $134.5. 

 

You can find your account remaining credit online in the Account Balance page. 

 

7.4.4 Change monthly subscription to annual subscription  

 

If you ordered a monthly subscription and you would like to change to annual subscription, you 

can simply order a new annual subscription plan and then cancel the old monthly subscription. 

Your account info and files / folders will remain intact. 

 

 

7.4.5 Service Cancelation or Downgrade 

 

http://www.drivehq.co/
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For free service users, there is no need to cancel the account. After all, it is free. Also DriveHQ 

never sends spam emails. If you still want to cancel a free account, you can delete all your files 

in your DriveHQ account and don’t logon again. Your account will be deleted in batch later. 

 

For paid members: 

 

All subscription services automatically renew, unless canceled. To cancel a subscription: 

- You must delete your files, reduce storage and download bytes usage;  

- If you have a group account, you must also delete all sub-user accounts. 

 

After you have done so, you can logon www.drivehq.com, go to My Account pages, click on 

Subscribe, then click on Current Subscription as shown below: 

 

 

 
 

Current Subscription(s) Page 

 

You can then click on a subscription service to show the subscription’s detailed info: 

 

http://www.drivehq.com/
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View Order Item page and cancel a subscription 

 

You can click on the “Cancel Subscription” button in the “View Order Item” page to cancel the 

subscription. If you have multiple subscriptions, you need to cancel your subscriptions one by 

one. 

 

 

To downgrade your subscription, you will also need to reduce your storage usage / bandwidth 

usage / number of sub-users. You can then order a new lower level subscription service and 

cancel your current subscription(s).  

 

 

7.5 Service Billing, Payment and Deposit 
 

DriveHQ subscriptions always automatically renew unless canceled. Annual Subscription is 

treated as a “Prepaid Monthly Service with Discount of 2 months/year”. 

 

7.5.1 Monthly service billing date 

 

A user’s monthly billing date is the day of month when he / she signed up DriveHQ free 

service. You might wonder why the monthly billing date is not the day of month when you 

ordered the subscription. This is because a user can have multiple subscriptions ordered on 

different dates; a user can also cancel an old subscription and order a new subscription which 

causes the order date to change.. Instead of changing the user’s billing date, using the initial sign-

up date is more consistent. 

 



 

830 Stewart Dr, Sunnyvale, CA 94085, Fax: 408-519-6748   
Website:  www.DriveHQ.com  E-Mail: BizDev@DriveHQ.com 

83 

Monthly service billing date also applies to free service users. Free service users have a very 

limited “max monthly download bytes”. The “used download bytes” will reset to 0 on the 

monthly billing date. 

 

7.5.2 Partial-month service charge 

 

If a user doesn’t sign up the free service and order paid subscription on the same date, then a 

partial month service fee will be recorded. For example: 

 

If a user signs up a free account on Apr. 10; on Apr. 20, he orders DriveHQ 20GB monthly 

subscription. Then the monthly billing date is 10
th

 of each month. When the user ordered 20GB 

monthly subscription for $19.99/month, he will be charged for $19.99. However, the system 

automatically credits $6.66 (10 days) to the user’s DriveHQ account. The service credit is 

displayed in the Account Balance page. The user will receive a new invoice on May 10 for an 

amount of: 

 $19.99-6.66 = $13.33 

The user can pay only $13.33 to get another month’s service; it is usually recommended to pay 

several months at once to avoid the hassle of monthly payment. 

 

 

7.5.3 Pay for the service due and payment methods 

 

DriveHQ system automatically sends a billing email to the user when its account balance 

becomes negative. In the billing email, there is a lot of info regarding service billing, upgrade, 

downgrade and cancelation.  

 

To make a payment (deposit), you can logon www.drivehq.com, go to “My Account” page, then 

click on deposit. 

 

http://www.drivehq.com/
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Deposit (Make a Payment) Page 

 

 

As you see, DriveHQ supports several payment methods. You can Pay by Credit Card, Pay by 

PayPal and Pay by Company Check / Bank Wire.  

 

“Pay by Credit Card” and “Pay by PayPal” can both be processed instantly. Other payment 

methods, such as company checks or bank wire can take about 1 day to over 1 week to be 

processed.  

 

7.5.4 Work around Transaction Problems 

 

In order to fight fraudulent transactions, DriveHQ has required verification of all billing info. So 

please make sure you enter the correct credit card billing info. Unfortunately some credit cards 

don’t support address verification, in this case, Transaction will fail. When a transaction fails, 

please don’t retry too many times as it could cause your account being blocked by both 

your credit card company and DriveHQ.  

 

You can retry using Pay by PayPal. PayPal is an eBay company, which is very secure and you 

can trust them. With Pay by PayPal, you don’t need to provide your credit card info to DriveHQ 

at all. PayPal seems to accept more credit cards, esp. oversea credit cards; moreover, PayPal 

supports e-Checks using your bank account. 
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PayPal account is not required for “Pay by PayPal”. So it is very easy to use Pay by PayPal. 

 

You can also retry with a different credit card. If it still doesn’t work, you can use Pay by a 

Company Check or Bank Wire. Email DriveHQ customer support for more details. 

 

When you pay by PayPal, please make sure you finish your transaction in 20 minutes. Otherwise, 

your transaction will time out. If so and if you have made a payment to DriveHQ, please contact 

DriveHQ customer support to credit your DriveHQ account. 

 

 

7.5.5 Renew your subscription – Do not order a new subscription 

 

When you renew your subscription, you only need to make a new payment / deposit. Do not 

order a new subscription. 

 

If you order a new subscription, your payment is immediately used for the new subscription. 

Therefore, ordering a new subscription is different from a payment.  

 

If you incorrectly ordered a new subscription, please contact DriveHQ customer to cancel the 

new subscription and credit your account. 

 

7.5.6 Forgot to pay on time, past-due account 

 

If you forgot to make a payment on time, DriveHQ offers 1 month grace period. You can make a 

payment within 1 month after you received the invoice. Please make sure you can receive 

DriveHQ billing emails. DriveHQ system automatically sends monthly invoices when your 

account has balance due. Not receiving the billing email is not an excuse of not paying for the 

service on time. You can check your account balance online at any time. 

 

If you failed to pay the balance after 1 month, certain restrictions will be applied. You cannot 

download files, your FTP logon and email logon may also be restricted. You can still logon 

www.drivehq.com website, upload files, manage files and folders, view your account balance, 

make a payment online, etc.  

 

DriveHQ doesn’t automatically cancel your subscription, nor does it automatically delete your 

files. Your account will be billed monthly unless you cancel your subscription(s) and delete your 

files. If you don’t pay the service charge for more than 3 months, DriveHQ reserves the right to 

take any actions, incl. apply late fees and interest charges, enforce the payment, or delete your 

account / files.  

 

7.5.7 Automatic service payment 

 

http://www.drivehq.com/


 

830 Stewart Dr, Sunnyvale, CA 94085, Fax: 408-519-6748   
Website:  www.DriveHQ.com  E-Mail: BizDev@DriveHQ.com 

86 

For security and privacy concerns, DriveHQ does not record your credit card info by default. 

Therefore, DriveHQ never automatically debits your credit card or PayPal or bank account 

without your explicit approval.  

 

If your monthly service charge is over $30, DriveHQ supports automatic monthly payment. To 

setup automatic monthly payment, you need to download DriveHQ order form and fill in the 

form. In the form, you must provide your full name, DriveHQ username, credit card number, 

billing address, exp date, CVV code, monthly service charge. You must sign the form and 

authorize DriveHQ to debit your credit card monthly.   

 

 

 

7.6 Transaction History 
 

From My Account pages, click on “Transaction History”, you can access the following 5 reports: 

 

“View Transaction List”, “View Order Item”, “View Sales History”, “View Statement List”, and 

“Current Subscription”.  

 

 

 

 
 

Transaction History menu 

 

 

“View Transaction List”: can be used to query transactions (payment / charge) of this user; 

“View order list”: can be used to query order list; 

“View sales history”: not used for now; 

“View Statement list”: display the monthly statements; 

“Current subscription”: display the subscription plan(s) ordered by this user. 

 

7.6.1 Print Online Invoice 

 

After you order a subscription service, you will receive an “Order Confirmation and Invoice” 

email, which can serve as the official invoice for accounting or reimbursement. If you don’t 
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receive this email or cannot find this email, you can print your invoice online again. To do so, 

from “My Account” pages, click on “Transaction History”, then select “View Transaction List” 

or “View Order List”, it will display a list of transaction list or order list. You can click on the 

Transaction ID or Order ID to see the details; or select Print Invoice to display an online invoice. 

See the screenshot below: 

 
Print Invoice Online 

 

 

 

8. DriveHQ FTP Server Hosting Service 
 

8.1. Introduction to DriveHQ FTP Server Hosting Service 
 

DriveHQ is the leading FTP Server Hosting service provider. DriveHQ FTP Server is not only a 

standard FTP Server (you can use any FTP client on any OS platform incl. Mac and Linux), but 

also it has lots of other high-end features that are fully integrated with DriveHQ Cloud-based 

services:  

 

- Create/manage FTP sub-accounts from a web browser;  

- Access files (anonymously) with FTP/HTTP/SSL or web browser;  

- Share files / folders and set different access permissions;  

- Automatic folder synchronization among local and remote folders; among multiple Users 

and PCs;  

- SSL and Encrypted folder for ultimate security and privacy.  

- Custom domain FTP server and customized website logo (view sample).  

  

No software installation is required for DriveHQ FTP. You can use any web browsers or any 

FTP client software. Windows Explorer can also be used as an FTP client, just enter:  
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 ftp://USERNAME:PASSWORD@ftp.drivehq.com/ 

 

The detailed FTP Server Hosting service information is also available online at: 
http://www.drivehq.com/ftp/  

Click on FAQ and Expand All. 

 

 

8.1.2 DriveHQ FTP Server Name, Logon Info and Directory Info 

 

The main DriveHQ FTP Server is: 
ftp.drivehq.com  

DriveHQ also has a premium FTP server at: 
 proFTP.drivehq.com  

which is reserved for premium users only. 

 

DriveHQ FTP Server Hosting Service is seamlessly integrated with DriveHQ.com online storage 

service. If you have a DriveHQ account, you can logon DriveHQ FTP server with the same 

username / password. If not, you can easily sign up a DriveHQ account. 

 

Many other companies offer FTP storage where you are limited in one directory (folder) only; 

However, DriveHQ offers a virtual FTP server (and file server), FTP Hosting service plus great 

client software. You have access to your own root directory. So on your FTP client software, you 

don’t need to specify a remote directory. You can leave it empty, or use “/”, or use any directory 

you create in your DriveHQ.com account. 

 

You can create multiple FTP accounts using DriveHQ group account service. You can share 

folders to different users (or sub-users) with different permissions. You can access your FTP 

storage space online, including your own files / folders, and the folders shared / published by 

other users. 

 

 

8.1.3 Free FTP Service Restrictions 

 

It is strictly forbidden that any users use our service for: 

 

- Spread pirated contents; 

- Spread “dirty” / “inappropriate” contents; 

- Using automatic devices / software that keep logging on DriveHQ FTP server. 

- In particular, KeyLoggers are forbidden. If there are any legitimate reasons to use 

KeyLoggers with our service, you must provide a copy of your photo ID and order our 

paid service. 

- If you use surveillance camera / security camera that automatically uploads photos / 

videos to DriveHQ FTP server, you must order our paid subscription. 

http://www.drivehq.com/ftp/
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8.2 Connect DriveHQ FTP Server using Windows Explorer  
 

DriveHQ FTP Server is a standard FTP Server. You can use any FTP client software connecting 

to ftp.drivehq.com at the default port 21. There are a lot of great FTP client applications, such as 

FileZilla, Smart FTP, WS-FTP and CuteFTP, etc. 

 

Windows Explorer can be used as a simple and convenient FTP Client, so no software 

installation is required to use DriveHQ FTP Service. (If you need to use the FTP Service heavily, 

it is recommended to install one of the above FTP clients, or DriveHQ FileManager). 

 

To connect DriveHQ FTP server using Windows Explorer, just launch Windows Explorer (or 

My Computer), enter the following address:  
ftp://USERNAME:PASSWORD@ftp.drivehq.com/  

 

It will display the following FTP folder: 

 
DriveHQ FTP Folder 

 

You can also enter: 
 ftp://USERNAME@ftp.drivehq.com 
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It will open the FTP folder as follows. Since you have only provided the FTP username at this 

time, you have not logged on yet. 

 

 
 

Open an FTP folder 

 

To logon DriveHQ FTP in Windows Explorer, click on the File menu, then select Login As: 
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Logon DriveHQ FTP using Windows Explorer 

 

You can also “Logon As” using mouse Right-click, e.g.: 

 

 
 

Using mouse right click, you can also launch the logon dialog as shown below: 
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FTP logon screen using Windows Explorer 

 

After you enter your DriveHQ username and password to logon, it will display the DriveHQ FTP 

Folder. 

 

Using DriveHQ FTP Folder, you can easily drag and drop files between the FTP folder and any 

other local folders. You can create a sub-folder in the FTP folder; you can also double click on a 

file in the FTP folder and open the remote file.  

 

For Mac users, please download (free) Mac FTP client software (e.g. FileZilla), which supports 

drag and drop. Mac Finder also supports FTP. 

 

8.3. Configure FTP client software to connect DriveHQ FTP server 
 

You can access your DriveHQ remote storage with any popular FTP clients, including Smart 

FTP, CuteFTP, WS FTP, FileZilla, etc. To configure your FTP client, please use the following 

info as needed:  

FTP server:  ftp.drivehq.com or proFTP.drivehq.com (for 

premium users only) 

Port number:    21  

Username and password:  your DriveHQ user name / password;  

Remote directory (optional):  Unlike other FTP services where you only get a User 

Account / Directory, DriveHQ gives you a virtual FTP 

server, so you can access the root folder. You can leave it 

blank or enter "/" as the root folder. You can also create 
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your own folder on DriveHQ.com and use that folder as the 

remote directory.  

 

Note: When accessing behind a NAT / firewall, please set FTP access mode to PASSIVE 

(PASV). Since Microsoft command-line FTP doesn't support passive mode, please use other 

GUI-based FTP clients mentioned above. 

 

DriveHQ has recently launched a new proFTP.drivehq.com site dedicated for premium 

users, which has far better support on Active FTP. If you have a paid account, you probably can 

access the new FTP site using Microsoft command-line FTP client.  

 

8.4 Access Shared Folders through FTP 
 

If you have received a share notification e-mail from a DriveHQ user, you can access the shared 

folder through FTP. Please read the share notification e-mail carefully, you will find instructions 

there. 

 

1. You can click on the share notification link, then verify your email address, which gives 

you read-only or download only access to the shared folder using a web browser. 

 

2. Sign up a free DriveHQ account using the email address; then log on using your username 

and password. The shared files will appear in your account in a special folder:  
\DriveHQ Share\OtherUserName\ShareName  

 

To gain Write Access to the shared files / folders, you must use the second method and logon 

with any FTP client software. Otherwise, if you are not a DriveHQ member, you will have read-

only access to a shared folder, even if the owner has authorized higher level access to you. To 

access at the authorized level, please sign up an account on DriveHQ.com. 

 

If you are a DriveHQ member, and if another user shared a folder to you, you can logon 

DriveHQ FTP server using any FTP client and access the folders shared to you in the special 

virtual folder: 
\DriveHQShare\OtherUSERNAME\SHARENAME 

 

8.5 Create FTP sub-accounts and manage sub-accounts online: 
 

You can logon www.drivehq.com, click on My Account and then click on Group Account to 

upgrade your account to a Group Account for free. (For more details, please read the group 

account section).  

 

You can then create sub-accounts. As a group owner or administrator, you can 

create/add/edit/delete/disable sub-users; you can also allocate storage space and bandwidth to 

your sub-accounts. The same sub-users can also logon DriveHQ FTP server using any FTP client 

software. 
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8.6 Anonymous FTP logon 
 

DriveHQ FTP Server supports anonymous FTP logon. To access a folder with anonymous FTP, 

the folder must have been published. You can publish a folder using DriveHQ.com website, or 

more easily using DriveHQ FileManager client software.  

 

Published folders are accessible using "Publish URLs", which are usually HTTP URLs. If you 

want to access a published folder using FTP client software and if you know the publisher's 

username, e.g. "Mike", you can log on anonymously as follows: 

 

Logon as the username "anonymous", enter your e-mail address as the password. Once 

connected, change the folder to "/Mike", and you will see all folders published by Mike.  

 

Files in a published folder can also be accessed directly through a link (address) like:  
ftp://ftp.drivehq.com/USERNAME/PUBLISHNAME/FILENAME  

e.g.: ftp://ftp.drivehq.com/DriveHQ/DriveHQSoftware/DriveHQFileManager.exe  

 

 

8.7 Using MS Office with DriveHQ FTP 
 

Microsoft Office supports FTP Folder. So you can open an office file on DriveHQ FTP using 

MS Office, edit it and save it back to DriveHQ FTP. (DriveHQ FTP storage uses the same 

DriveHQ remote storage system.) 

 

To use DriveHQ FTP with MS Office, first of all, you need to map an FTP Folder. To do so, 

click on the Start button, then right click on Computer menu, select “Map Network Drive”. 
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Map FTP Folder 

 

It will open the map network drive window, as below. Click on the link at the bottom of the 

window:  
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Map network drive screen 

 

 

It will then open a new dialog “Add Network Location” as shown below: 
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Add network location 

 

 
 

Select “Choose a custom network location”, then click on Next button again, it displays this page: 

 

 
 

Specify the location of your website 

 

 

From the “Specify the location of your website” window, enter the following address: 
ftp://USERNAME@proftp.drivehq.com/ 

then click on Next, it will create the FTP folder and prompt the following dialog: 

 

ftp://USERNAME@proftp.drivehq.com/
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Click Next, it will then confirm the creation of FTP folder. 

 
 

Click Finish to open the FTP folder. 
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It will ask you the username and password. Just enter the information and click on the “Log On” 

button. (You might also want to check “Save password”.) After you logon, it will open the FTP 

folder as shown below: 
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FTP Folder example 

 

You can then double click on a remote MS Office file (e.g. MS Word file) to open it. When you 

double click on it, it pops up a logon dialog as shown below:  
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Enter username, password and click on Log On, it will launch a web browser (e.g. Internet 

Explorer, then download and open the file. See below. 
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Click on Open, it will try to open the file; at this time, it will prompt you for the password again, 

as shown in the screenshot below. 

 

 
 

Click on OK, it will open the file in MS Word. 

 

 

You can then use MS Word to edit the file. After it is finished, you can try to save the file to the 

FTP Server again. Note you must navigate to the FTP folder and logon FTP account again. 

Please see the Save As dialog below to find where the FTP folder is located. 
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Save MS Office File to DriveHQ FTP Folder Directly 

 

8.8 DriveHQ FTP Service usage scenarios 
 

 

DriveHQ FTP service can be used for: 

- Creating a corporate FTP Server (with multiple user accounts); or replacing your existing 

FTP Server; 

- Transferring large files / a lot of files to a remote location, incl. to your client(s); 

- Create FTP scripts to run at scheduled times; 

- Store surveillance camera images – store surveillance camera images to an offsite FTP 

server is more reliable and secure. Even if the camera is damaged, the recorded info can 

be kept on DriveHQ.com 

- Backup files to a remote FTP server; 

 

Please note free service users are limited to a maximum of 10-50 FTP logon times / day. Using 

DriveHQ FTP service for spreading bad contents, hacking or spying is strictly prohibited.  
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9. DriveHQ Online Backup 
 

DriveHQ has bundled the Online Backup service with all other storage related services. If you 

have a DriveHQ account, you can use the Online Backup service immediately; otherwise, you 

can sign up a DriveHQ account. You must install DriveHQ Online Backup client software to use 

the automatic online backup feature. 

 

9.1 The Advantages of Offsite / Remote Backup over Local Backup 
 

DriveHQ Online Backup has a lot of advantages over your local backup solutions: 

- Online (Offsite) backup is the only secure backup solution that can protect your data 

against major disasters, such as earthquake, flood, fire, or virus / hacking, etc. 

- No need to buy or setup any backup device. You can backup / restore your data online 

easily; 

- Backup and restore files from anywhere. No need to carry any backup device or change 

backup media, etc. 

- Business backup that supports group accounts, multiple computers or multiple users; 

- Backup servers when nobody is logged on; backup laptops / PCs with un-reliable Internet 

connections; 

- Access, share or collaborate files remotely online using DriveHQ Online Storage service. 

- DriveHQ uses multiple levels of redundancy to protect your data, which is also usually 

more secure and reliable than your own backup; 

- DriveHQ has a state-of-the-art data center, which is co-located with Hurricane Electric. 

The facility has 24x7 onsite security and surveillance cameras, virtually unlimited 

network bandwidth, redundant network connections and redundant power supply, etc. 

- DriveHQ Online Backup has a much lower overall cost, when you consider the hardware, 

software, setup, maintenance and reliability factors. 

 

 

9.2 DriveHQ Online Backup main features 
 

- Supports scheduled backup; 

- Supports real-time backup; 

- Supports incremental backup; 

o It only backs up files that are new or modified after last backup. Other files are 

automatically skipped. 

- Supports Volume Shadow Copy, can backup open (locked) files (files that are being 

written to). This can be used to backup Outlook PST files or database files. 

- Keep multiple file versions; 

- Backup multiple PCs (for no extra licenses); 

- Group Backup (backup multiple users’ PCs); 

- Supports HTTPS/SSL 

- Data encryption (save encrypted data on DriveHQ cloud storage); 

- Data compression for faster upload / download; 

- Data caching for faster upload / download; 
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- Supports MagicUpload for very fast Upload in certain cases. 

- Integrated with DriveHQ online storage & sharing system, can access, share and 

collaborate files with multiple users remotely. Can use FTP to access files backed up to 

DriveHQ. 

 

 

For more info about DriveHQ Online Backup, please visit: 

http://www.drivehq.com/backup/. You can click on the Live Demo link to see a flash live demo. 

 

 

9.3 Get Started with DriveHQ Online Backup 

9.3.1. Download DriveHQ Online Backup client software from the location: 

http://www.drivehq.com/backup/DownloadOnlineBackup.aspx 

 

There are two versions of DriveHQ Online Backup: the 32-bit version and 64-bit version. 

In general, you should install the 32-bit version on 32-bit operating system and 64-bit version on 

64-bit version operating system. In fact, the 64-bit version cannot be installed on 32-bit version 

operating system; the 32-bit version can be installed on 64-bit version operating system, however, 

some minor features may not work. 

 

- How to find which version of Online Backup to install? 

 

You can use this page to find your OS type and then install the right version software. 

Just open Internet Explorer, copy and paste the following URL: 

 
http://www.drivehq.com/downloads/FindOSVersion.aspx 

 

 

9.3.2 Install DriveHQ Online Backup on your computer 

  

After you have downloaded the software, please double click on the installer file to launch the 

setup. Follow the wizard step by step and it will install DriveHQ Online Backup on your 

computer. 

 

Usually, it should be straight-forward to install DriveHQ Online Backup.  

 

9.3.3 Trouble shoot DriveHQ Online Backup installer problems 

 

On some computers, it might fail to install. In this case, please double check: (1) If you are 

installing the right version DriveHQ Online Backup. Read Step 1 more carefully. (2) Make sure 

you don’t have any anti-virus / security software that blocked DriveHQ installer. (3) Make sure 

you have the right to install software on your computer. Some companies / organizations may not 

http://www.drivehq.com/backup/
http://www.drivehq.com/downloads/FindOSVersion.aspx
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allow employees / team members to install software on their computer. Public computers, such 

as those in a library, usually do not allow any users to install any software. (4) Some anti-virus / 

security software may allow you to download an EXE installer file; however, it might change 

the .exe file extension to a different extension. In this case, you need to change the file extension 

back to .exe before you double click on the installer file. 

 

It is recommended to visit: 

http://www.drivehq.com/backup/ 

and click on the “Online Backup Live Demo” link to see how the backup works. 

 

 

9.3.4 Start DriveHQ Online Backup 

 

The first time you start DriveHQ Online Backup on a computer, it will display the following 

dialog. If you already have a DriveHQ account, please select “Already a member” and then 

proceed to logon. Otherwise, please enter your email address to create a temp account.  

 

 
 

Run DriveHQ Online Backup for the 1
st
 time 

 

 

After enter your email address and click on Submit, the system will display the following dialog: 

 

http://www.drivehq.com/backup/
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Temp account created screen 

 

Click on the OK button, it will display the following dialog: 

 
DriveHQ Online Backup logon screen 

 

 

Note this is a temporary account only. The DriveHQ system will automatically send you a 

welcome email, where you can find your temporary username and password. Usually the email is 

delivered within 10 minutes. Sometimes, it could take up to half an hour. 

 

After you receive the email, you must follow the instruction to logon www.drivehq.com, then 

change your username / password to your own permanent username / password. 

 

http://www.drivehq.com/
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If you don’t receive the welcome email, please make sure you check your junk / bulk / trash mail 

folders. Most likely your email server (or your ISP) has filtered / blocked DriveHQ email. If you 

still cannot receive the email, please contact your system administrator or ISP not to block 

DriveHQ emails, or try a different email address (using a different email server or different ISP). 

 

 

After you logon DriveHQ Online Backup, it will display the DriveHQ Online Backup home page: 

 

 
 

DriveHQ Online Backup software home page 

 

 

9.4. Create Backup Task(s) 
 

From DriveHQ Online Backup software home page, click on “Create a backup task”, you will 

see the Create screen as shown below: 
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DriveHQ create backup task screen 

 

From the “Create backup task screen”, you can choose to create 3 types of backup tasks: 

 

- Quick Backup (Real-time backup task) 

When click on this button, it will create a new Real-time backup in just one step. This 

option is recommended for a small folder with not too many files. If a folder has huge 

number of files (e.g. over 10000 files), it is recommended using the second option to 

create a scheduled backup task. 

 

- Advanced Backup  

Create a scheduled backup task with advanced options. You can create scheduled or real-

time backup task using this option. You can use this option to backup any size folders. 

 

- Email / Database Backup 

This option is designed to backup large “open files”. “Open files” are those files that are 

being open by other applications for writing. Such files are also referred as “locked”. 

Microsoft Outlook PST files are usually “open files” as Outlook is running all the time; 

some database files are also “open” as the database server software is always running and 
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writing to the file. Usually you cannot copy / edit / delete an “open file” unless you close 

the application that opened the file. 

 

This option not only can backup emails and database, but also can backup any folders 

that may contain “open files”, e.g. QuickBooks data files, log files, etc. 

 

 

9.4.1. Create Multiple Backup Tasks 

 

Please note DriveHQ Online Backup might work differently from some other backup software. 

Some other backup software can only create one backup task, or create a single archive file that 

contains all backup source folders and files. Such approach is less efficient and less flexible than 

DriveHQ Online Backup. 

 

DriveHQ Online Backup allows a user to create multiple backup tasks. A user can group 

different source folders to different backup tasks. Users can add / delete a backup task at any 

time. This makes each backup task smaller, more independent and more reliable. It is also more 

flexible as you can add / edit / delete a backup without affecting other backup tasks. Because of 

this consideration, you can only select source folders and files in the same parent folder for 

each backup task. 

 

DriveHQ Online Backup does not archive all source folders and files into a single giant archive 

file. This makes DriveHQ Online Backup very efficient in supporting incremental backup. If it 

archives all source folders / files into a single file, then each time a file changes, the backup 

software would have to upload a gigantic archive file again, which could take days or weeks. 

Instead, DriveHQ Online Backup only needs to upload the changed or new file(s) only, which is 

very fast. 

 

 

9.5. Create a backup task using Quick Backup 
 

 

From the “Create a backup task” screen, click on Quick Backup button to create a simple Real-

time backup task. You just need to select a backup source folder. Navigate the Windows Folder 

tree as shown below: 
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Select a backup source folder for Quick Backup 

 

Click on the Finish button after you have selected the source folder. It will prompt you with the 

following message: 
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Click on OK to start the backup task, and then it starts backing up the file. At the end, you will 

see the following screen: 

 

 

 
 

Finished creating the first Quick Backup task 

 

 

9.6. Create an Advanced Backup Task 
 

 

From the “Create a backup task” screen, click on “Advanced Backup” button, it will start a 

wizard to guide you through creating a regular backup task. The first step is the same as Quick 

Backup; you need to select the source folder(s)/File(s). 
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Select source folder(s) / file(s) for Advanced Backup 

 

Again, please make sure you select the real physical folders / files. Certain folders are virtual 

folders and cannot be selected as source folders. (Network / My Network Place, etc.).  

 

If you are not sure which folder to backup, you can also click on “Help Me Select Files” button 

at the bottom-left corner. 

 

9.6.1 What files / folders should you back up? 

 

DriveHQ recommends backup your documents files and multimedia files. In general, you 

should backup your “My Documents” folder and any other folders where you save your 

personal data or business data. Those files are most previous to you. If your computer (disk) 

crashes, you may lose your data permanently. 

Unlike some other online backup software where you backup any files on your computer, 

DriveHQ does not recommend backing up the following files: 

- Windows Operating System files;  

- Files / folders in the “Program Files” folder; 
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- All system and application temporarily files; 

- Files / folders in the Recycle Bin folder; 

- System page files and hibernation files; 

 

You don’t need to backup Windows Operating System files because you can recover your 

operating system using your computer’s recovery CD, or you can reinstall your operating system. 

DriveHQ Online Backup and any other Online Backup software cannot restore your operating 

system directly as they cannot run without a running operating system.  

 

You usually don’t need to backup your “Program Files” because you can more easily reinstall 

such software if there is any problem. DriveHQ Online Backup (and other Online Backup 

software) can backup files in the “Program Files” folders. However, restoring the files may not 

restore the software. A lot of programs require the software being installed on the computer 

using the Installer. Thus, restoring the software files may not work in this case. If your software 

does not require installation, then using DriveHQ Online Backup to backup (and restore) it will 

work fine. 

  

DriveHQ’s approach can save you a lot of storage space, so you don’t need to order a lot of 

storage space on DriveHQ. This can keep your cost lower. Also, by reducing the amount of data 

to backup, your backup takes less time than other online backup software. 

 

9.6.2 Set the backup schedule and save the backup task 

 

After you select the source folder, click on Next to set the backup schedule as shown below: 
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DriveHQ Online Backup Set Schedule screen 

 

 

As you can see from the above screenshot, in Step 2, you can select real-time backup or 

scheduled backup; in Step 3, you can configure the task to run one-time only, or run it daily or 

weekly. If you run it weekly, you can also choose a day of week to run the backup task. In Step 4, 

you can choose the backup task start time. The valid time format is from: 00:00 to 23:59. The 

time uses your PC’s local time. 

 

Click on Next button in the Set Schedule screen, you will see the following screen: 
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Input task name screen 

 

In the “Input Task Name” screen, you can enter the Task name and Task description. It is 

recommended using only alpha numeric characters in the task name. (a-b, A-B, 0-9). 

 

9.6.3 Exclude certain files / folders from the backup source folder 

 

In this screen, you can also set some advanced options, e.g.: 

 

Exclude these files:  
 

You can enter the file name filter. You can enter multiple filters separated by “|”.  

e.g.: you can enter: 
  *.bak | tmp?.* | ~*.* 

Or you can even include the file path info: 
  Temp\*.* | log\personal\*.log 

Files whose names matching these criteria will not be backed up to DriveHQ. 

  

Exclude these folders: 
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You can enter the folder name filter. You can enter multiple filters separated by “|”, e.g. you can 

enter: 
temp | tmp* | logs\personal | backup\old* 

The task is valid from__ to __: enter the backup task valid time. 

 

9.6.4 Online Backup with Data Encryption 

 

In the “Input task name” screen, you check the checkbox “with encryption”. If so, the backup 

task will encrypt data locally before upload the files to DriveHQ server. You must setup an 

encryption key first. If you have not done so, it will prompt you to enter an encryption key when 

it starts backing up your files. 

 

Please note this feature uses DriveHQ’s encrypted folder feature. When you upload a file to 

DriveHQ encrypted folder using DriveHQ FileManager or DriveHQ Online Backup, your files 

will be encrypted locally before they are uploaded to DriveHQ server. Your files remain 

encrypted on DriveHQ server. Thus it is extremely secure – more secure than SSL. 

 

Note the encryption key is never sent to DriveHQ server. Therefore, if you lose your encryption 

key, even DriveHQ support team cannot restore files for you. So you must remember your 

encryption key. Also, if you change your encryption key, it will only affect files uploaded later. 

Files already uploaded will remain to be encrypted with old encryption key. Why is so? Because 

files were encrypted locally by your own computer, DriveHQ server cannot decrypt files already 

uploaded, nor can it encrypt those files using the new encryption key.  

 

9.6.4 Maximum number of file versions to keep 

 

DriveHQ Online Backup can keep multiple versions of your file(s). By default, the maximum 

number of versions to keep is set to 10. This means if you backup a file, and if the file is changed, 

it will save the current file as an old version, and then upload the updated file. It can save up to 

10 versions (or more versions as you like) of the same file. This protects you from accidentally 

overwriting a file.  

 

Keep multiple file versions may increase your storage usage. However, in most cases, it will only 

increase your storage usage by 10%-25%. The reasons are:  

 

(1) Most files are never changed. In this case, only one version of the files is saved. For 

example, most images files, exe files, pdf files, music files, video files are never changed. 

(2) Files that you change frequently are usually small files, such as text files, HTML files, 

MS Word files, Excel files. Even if you keep 10 versions of these files, it will not use a 

lot more storage space. 

 

In certain special cases, the storage usage could be x times more if you keep a maximum of x 

versions. For example, if you backup only one big Outlook PST file of 500MB. Because the PST 

file is changed every time you receive a new email, delete an email or send an email, etc. So 
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when the backup task runs again, it will upload a newer version and save the older version, thus, 

it could use x times more storage space than if you only keep one version. In this case, we 

recommend keeping only 2 versions. Keeping only one version is not recommended as it is not 

safe enough.  

 

 

Click on Finish, it will create the backup task and saves the backup task list info to DriveHQ 

server. After it is finishes, it displays the Manage Tasks screen: 

 

 

 
 

Manage Tasks screen 

 

The newly-created backup task is listed at the bottom. You can see the “Last Backup” column 

displays as “Not backed up yet”. The task will run at the scheduled time. You can manually start 

the backup task by selecting it in the task list and clicking on the Start button.  

 

 

9.7 Manage Existing Backup Tasks 
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9.7.1 Manage Tasks – Display the backup task list 

 

You can easily manage your backup tasks using DriveHQ Online Backup. Just logon the backup 

client software, click on Manage Tasks tab, you will see the task list as shown above. The 

column “Remote Size” displays the backup set size. The remote size might be bigger than your 

total file size because: 

(1) You might have deleted some source files, which are not automatically deleted on 

DriveHQ server. 

(2) DriveHQ Online Backup can keep multiple versions of your files, which could use some 

extra storage space. 

 

Last Backup 

The task’s last backup date: if the task is a real-time backup task and if no file(s) was changed in 

the backup source folder, then the backup date will not be updated. 

 

 

Backup Status: 

Displays the info about whether a task is ready, running or canceled.   

 

The Refresh Button: 

If the info is not up to date, you can click on the “Refresh” button. 

 

-------------- 

You can select a task and click on Delete / Edit / Start button. 

 

9.7.2 Delete a Backup Task 

 

From the Manage Tasks screen, select a task and click on Delete, it will pop up a dialog as 

follows: 

 

 
 

Please make sure you read the message carefully before you click on “Yes” or “No”. If you 

check the “Delete Backup-sets on Server”, then files already backed up to DriveHQ.com online 
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storage will also be deleted. If you un-check the checkbox, then it will only delete the backup 

task info, but it will not delete files already backed up on DriveHQ server. 

 

If you don’t delete the backup sets on server, you can still delete the files using DriveHQ.com 

website or DriveHQ FileManager later. You will need to find where the files were backed up to 

and delete them from DriveHQ Online Storage.  

 

9.7.3 Edit / modify a backup task 

 

From Manage Tasks screen, select a task and click on Edit, it will open the edit task screen: 

 

 

 
Edit backup task screen 

 

You can change the backup task name, description, backup type, backup schedule, backup start 

time, valid period, max number of versions to keep, the exclude files / folders filters; 

 

You cannot change the “Encryption” setting of an existing backup task; i.e. if a backup task 

was created without encryption; it cannot be changed to “with encryption” using this screen. This 

is because: Encryption is performed locally by your local computer using your own encryption 

key. If the files were already uploaded to DriveHQ, then it cannot be decrypted / encrypted by 

the server. To change the encryption setting, it would require you to delete files on server and 

upload them again. To avoid this confusion, you cannot change the encryption setting of an 

existing backup task. You can more easily delete the existing task and the backup sets on Server, 

then re-create a new backup task with encryption. 
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You can remove files / folders from the backup source folder; however, if you need to 

change the backup source (root / parent) folder, you must create a new backup task and 

delete this backup task. DriveHQ Online Backup is designed to group multiple source (root) 

folders in multiple backup tasks. You cannot select multiple folders / files from different source 

parent / root folders. 

 

9.7.4 Delete un-used files on server: 

 

After you have backed up your data, if you delete a file(s) in your backup source folder, a lot of 

other online backup programs would delete the file(s) in the destination folder after a few days, 

which defeats the purpose of backup. DriveHQ Online Backup is safer on this. It never 

automatically deletes files backed up on Server. This offers far better protection than other 

backup solutions.  

 

Without deleting those files on server, you might lose some storage space. You can manually 

purge these files and reclaim the wasted storage space. Just click on the “Delete un-used files on 

server” button, it will then delete those files on DriveHQ server whose corresponding source 

files have been deleted. 

 

9.7.5 Show Backup Progress Window 

 

When you have a backup task running, the Show Progress button will be enabled. A small 

progress bar will also display in the Task List. 
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Manage Tasks screen when a task is running 

 

You can select the running backup task and click on “Show Progress” button to display the 

detailed Progress Window.  
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Detailed Backup Progress Window 

 

In the detailed progress Window, you can see the total amount of data to upload; estimated time 

left and estimated total backup time; the transfer rate in KB/sec. Note 1KB/sec = 8Kbps. It also 

describes the detailed backup actions being performed, and which file is being uploaded.  

 

The upload file list displays all files that will be (or are being) uploaded to DriveHQ server. The 

progress window is not only useful in providing detailed progress info, but also it can be used in 

trouble shooting any possible upload problems. If a backup task started fine and successfully 

uploaded some files, but fails later for unknown reason, then the Progress Window can provide 

more detailed info about which file(s) failed to upload. You can manually restart the backup task 

from the Manage Tasks window. If it fails again at the same file(s), then the particular file might 

have caused the upload problem. You can provide the detailed info to DriveHQ support staff for 

more trouble-shooting. 

 

From the Progress Window, you can also pause the backup task. If you pause a task, then no 

other task(s) can run until you resume the task.  
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9.8 Email / Database Backup 
 

In the “Create” main screen, click on the “Email / Database Backup” button, it pops up the 

following dialog: 

 

 

 
 

Email / Database Backup screen 

 

Please read the message carefully. If you just want to backup your Outlook / Outlook Express 

emails, you can use DriveHQ EmailManager, which is more efficient than DriveHQ Online 

Backup in backing up many emails. Now if you want to Continue, just click on the Continue 

button; otherwise, click on More Info.   

 

Click on the Continue button, it will go to the following screen: 
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As you can see, the software can automatically locate your Outlook data folder. So you don’t 

need to click the Browse button. 

 

If you want to backup other email client or database, you can click on the drop-down box and 

select “Other email client or database”. You will need to click on Browse button to manually 

select the source folder. 

 

The recommended backup schedule for this type of backup tasks is weekly and keeps only 2 

versions to save storage space. The reasons are: 

- Outlook PST files tend to be very large, so as any database files. Backing up a very large 

file could take a very long time; it could take more than 24 hours to upload a big PST or 

database file.  

 

- DriveHQ Online Backup supports incremental file backup; it also supports resuming. 

However, in the case of Outlook or database backup, incremental backup is almost 

impossible and inherently more risky. Your PST file or database file can be changed 

dramatically. It can be changed at any place within your file. E.g. if you receive a new 

email, delete an old email, move emails from one mailbox to another mailbox, create a 

new contact, auto archive your emails, send a new email, compact your mailboxes. A lot 
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of such actions will dramatically change your PST files, making it not suitable for 

incremental backup. Similarly, a database file can also be changed dramatically. Inserting, 

deleting, updating records will all cause the database file being changed dramatically as it 

affects the data storage and indexes. 

 

Therefore, each backup will be a full backup. If you need to backup your Outlook every 

day, please use DriveHQ EmailManager, which is more efficient in this case. If you need 

to backup your database every day, then you can backup your database locally everyday 

using some incremental backup tool. E.g. Microsoft SQL Server has a native tool to  

backup data incrementally. You can then backup the “incremental backup data” to 

DriveHQ every day. 

 

- DriveHQ can keep multiple old versions. However, it will use more storage space. When 

you backup regular files, most files will never be changed. So even if you set to keep a 

max of 10 versions, most files will have only one version. So it will not use a lot more 

storage space. However, in Outlook and Database backup case, it could use x times more 

storage if you keep x versions. 

 

After you click on Next, it will display the following screen: 
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You can select a backup schedule. Note the Real-time option is not available as described above. 

Click on Finish to create and save the new backup task. So click on Finish, it will pop up an 

information dialog as below: 

 

 
 

Email / Database backup information dialog 

 

Click on OK to close the dialog and finish saving the backup task.  

 

 

9.9 Restore Files / Folders 
 

After you have created a backup task and successfully run the backup task once, you can restore 

your files / folders. DriveHQ offers many ways / options for you to restore files: 

- You can restore your files / folders to the original location, or you can specify a different 

location to restore.  

- You can restore files / folders to the same computer or any other computer.  

- You can restore the whole backup task, or you can restore a single file / folder or multiple 

files / folders. 

- You can restore an older version file; 

- You can restore the whole backup task to a time before certain time. 

 

In addition, you can restore files using DriveHQ.com website, DriveHQ FileManager client 

software or any FTP client software. 
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To restore files, you can simply logon DriveHQ Online Backup client software, click on the 

Restore tab; you will see the following screen: 

 

 

 
 

DriveHQ Online Backup Restore screen 

 

From the Restore screen, you can see the task list in the left-hand side. On the right-hand side, 

you can see the list of files and folders backed up by the selected backup task. 

 

9.9.1 Restore all files / folders 

If you want to restore all files / folders backed up by a backup task, then select the backup task in 

the left-hand side, right click on the task name, it will pop up a menu as shown on the screenshot 

below: 
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Restore the whole backup task screen 

 

Click on the popup menu item “Restore to the original location” or “Restore to a new location”, 

you can restore the whole task. If you select “Restore to the original location”, it will pop up a 

new dialog as below: 
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Restore the whole backup task version 

 

From the above screen, you can restore the latest version files, or you can restore an older 

version of all files before certain time. The file time uses your local time. Click on OK, it will 

start restoring the files. Dependent on your task size, it could take a very long time to restore. 

Once it finishes, it displays the following screen: 
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Restore finished confirmation screen 

 

 

If you select “Restore to a new location”, it will ask you to browse a new local folder; the rest is 

the same as restore to the original location. 

 

 

9.9.2 Restore the selected files / folders 

 

From the Restore tab, on the right-hand side, you can see files / folders backed up to DriveHQ. 

You can double click on a folder name to navigate to the sub-folders and files in it. To go back to 

the parent level folder, just double click on . 

 

Once you locate the file(s) / folder(s) you want to restore, you can select the file(s)/folder(s). You 

can hold down the Ctrl key or Shift key to select multiple files and folders.  
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After you have selected the files / folders to restore, you can either right click on the 

folder(s)/file(s), or click on the button “Restore to Original Location” or “Restore to New 

Location”. 

 

9.9.3 Restore older version files 

 

You can use DriveHQ Online Backup to restore old version files. To do so, from the Restore tab, 

click on the task name, then navigate the folders and locate the file that you want to restore. 

Click on the filename to select the file. Note if you want to restore an older version, then you can 

only select one file. After you select one file, the “Show History” button at the bottom left corner 

will become enabled as shown below.  

 

 

 
 

Restore old version files 

 

You can click on the Show History button or right click on the file and click on the “History” 

menu. It will open a “File version history dialog” as shown below. 
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File version history screen 

 

 

You can then select a version to restore or to delete. 

 

Note, if you want to restore an older version of all files in the backup task, then you must select 

the whole backup task to restore. Please read the previous section for more details. 

 

9.10 DriveHQ Online Backup Options 
 

 

The “Options” tab on DriveHQ Online Backup client software has the following functions: 

- My Profile: Show / Edit User profile info. You can also show / edit user profile on 

DriveHQ.com website. 
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- Account Balance:  

o Check your DriveHQ account balance;  

o You can also click on Refresh button to refresh your account balance. 

o You can also click on Deposit to make a service payment or deposit money into 

your DriveHQ account for annual or future service charges; 

 

 

- Change password: You can change your DriveHQ account password. You cannot change 

your username. If you are a sub-user of a group account, then the group admin user(s) can 

change your username. Otherwise, you cannot change your username directly. You can 

contact DriveHQ customer support to change your username. 

 

- My Options: You can configure: 

o Remember logon info. If checked, you don't need to enter your username / 

password to logon again. It must be checked for automatic backup; 

o Automatically sign in: If checked, it will automatically logon DriveHQ.com once 

the application (service) is started. It must be checked for automatic backup; 

o Enable Volume Shadow Copy: 
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 It must be checked to backup open files (locked files, or files being written 

to) 

o You can also configure a task to re-start automatically if it didn’t run at the 

scheduled time. 

o Caching: You can set the maximum cache folder size. By default, it is set to 1GB. 

You can change the cache size and cache folder location. 

 

 

 
 

My Options screen 

 

At the bottom of the “My Options” screen, you can see 3 buttons: “Save Change”, “View Cache 

Files”, “Clear All Cache Files”. 

 

The cache folder is used to speed up download and upload speed; if the same file has been 

uploaded / downloaded, it will not download / upload again. It is also needed to save the 

“shadow copy files”. When you backup a file that is being written to, DriveHQ Online Backup 

will create a shadow copy, i.e. a snapshot of the file at the time. It saves the file in the cache 

folder and then backup the file from the cache folder to DriveHQ server. 
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Subscription:  

 

DriveHQ has bundled all storage related services into the same premium service packages. So 

you will get Online Backup, Online Storage, sharing and Collaboration, FTP Server Hosting, 

Files / Static Website Hosting, Folder Synchronization services and features for no extra charge. 

 

You can click on the Subscribe button to order DriveHQ paid services online. 

 

For more info about service subscriptions, please visit the DriveHQ.com website manual. 

 

Encrypted Folder: 

 

Click on Encrypted Folder, you will see the screen as shown below. 

 

  
Encrypted Folder screen 

 

DriveHQ Encrypted Folder is an advanced feature. Please note DriveHQ online service is 

already very secure by supporting HTTPS/SSL or FTP over SSL. Moreover, DriveHQ Online 

Backup and DriveHQ FileManager supports “Encrypted Folder”. Once you turn it on, you must 
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also enter a secure encryption key. This key is extremely important so you must keep it safely 

and not lose it. Note when you upload files to DriveHQ encrypted folder: 

 
\My Documents\My Encrypted Data 

 

Your files are encrypted locally using your secure private encryption key. The encryption key is 

never sent to DriveHQ server. So your files will remain encrypted on DriveHQ system. This way, 

it is extremely secure. But be careful: if you lose your encryption key, nobody can help you 

decrypt your files. 

 

The encryption key is automatically cached in your local PC. So if you upload files / download 

files using DriveHQ client software, the files will be transparently encrypted and decrypted. You 

don’t need to enter the encryption key again and again. 

 

Another thing to notice is: once a file is uploaded to DriveHQ encrypted folder, the file is 

encrypted with the current encryption key. If you change your encryption, it will not affect files 

already uploaded to DriveHQ.com. To change the encryption key for these files, you must delete 

them and upload them again. If you don’t do so, please make sure to remember / keep all 

encryption keys. 

 

System Options: 

- “Automatically run when I logon Windows”: this option can be used to turn it on / off. 

-  Show hidden files / folders: this option allows DriveHQ Online Backup to display the hidden 

files. You must check it to backup hidden files. 

- Automatically start minimized: after you reboot Windows, the DriveHQ Online Backup GUI 

software will start as minimized. DriveHQ Online Backup is designed to set and forget. So run 

minimized will not affect your other work. 

- Use SSL: turn this option on to upload / download files using HTTPS/SSL 

- Register Shell Menu: This will add DriveHQ Online Backup menu to Windows Explorer. 
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Event Log: 

 

This function is very useful to monitor your Backup tasks. See the screenshot below: 
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Event Log screen 

 

As shown in the screenshot, you can configure it to: 

- Send backup status report. It can send to any email address, or multiple email addresses 

separated by “;”. 

- Configure which info to log and when to log. 

This feature allows users to receive daily backup status report. This is particularly useful if you 

use DriveHQ Online Backup to backup servers where nobody is logged on the computer. (so 

nobody will see if it is working properly.) 

 

Group Account: 

 

If your DriveHQ account is not a group account, you will see the following screen: 
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Group Account Screen for Non-group Admin User 

 

You can click on Free Upgrade to Group Account to upgrade your account to be a group 

account. A free group admin user only can create one sub-user. 

 

If you are a group administrator, you will see the following screen: 
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Group Account Screen for Group Admin User 

 

You can view your group backup status and manager your group members through the DriveHQ 

web. 

 

9.11. Advanced features and technical information 
 

DriveHQ Online Backup has many advanced features; it is also integrated with DriveHQ Online 

Storage & Sharing, FTP Server Hosting services, offering far more features and services. 

 

DriveHQ Online Backup advanced features incl.: 

- Run as Windows (NT) service; it can backup your computers, incl. server computers, 

even if nobody is logged on; 

- Can backup network-mapped drives / network shared folders; 

- Can backup multiple computers using the same DriveHQ account; 

- Support group account service; can backup multiple computers of a group of users; 

- Files backed up on DriveHQ.com can be accessed using DriveHQ.com website, DriveHQ 

FileManager and FTP. 
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9.11.1. Run as Windows (NT) Service: 

 

- DriveHQ Online Backup has two processes: DriveHQBackup.exe and 

DHQBackupSvc.exe. 

 

DriveHQBackup is the GUI program, which is used to create / manage / monitor 

backup tasks, check or update user account info and order service subscription, etc. Once 

the user account is setup and backup tasks are created, the GUI program is not needed to 

run the backup task. 

 

DHQBackupSvc is the backend service program, which is used to schedule and 

actually run the backup tasks. Once the GUI program has created the backup tasks, this 

service program is responsible to run the backup tasks at the scheduled times. 

 

By separating the backup software into two programs, DriveHQ Online Backup can 

backup a computer even if nobody is logged on. The DHQBackupSvc.exe service 

program can automatically start before anybody logs on. 

 

When you start DriveHQ Online Backup GUI program, it will try to connect to 

DHQBackupSvc.exe process. If it fails to connect, then backup cannot be performed. 

You must check if the backup service has been started. To locate DriveHQ Online 

Backup service, please go to Administrative Tools  Services. See the screenshot below: 

 

 
 

DriveHQ Online Backup service 

 

When you install DriveHQ Online Backup client software, this service will also be installed. It 

will start automatically. 
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By default, this service runs as the “local system” account, which has access to all local files / 

folders, but it cannot access remote folders / files. Also this account is different from the current 

Windows logon user. 

 

 

9.11.2. Backup Network-mapped Drives 

 

As mentioned above, by default, DriveHQ Online Backup service program logs on as the “local 

system” account, which cannot access a network folder. You can easily change the service logon 

username to a user who has the right access to the shared folder(s). (usually your own account). 

 

To change the service logon username, please double click on “DriveHQ Backup Service” in the 

Services window. It will open the properties dialog, click on the “Log On” tab, it will display the 

following dialog: 

 

 
Change the Service Logon username 
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From this screen, you can check “This account” radio button, and then enter a username and 

password to logon. Note this username is your Windows username, not DriveHQ username. You 

need to make sure this username can access the network shared folder / drive. 

 

 

 
 

After you’ve finished, click on Ok to save the changes. Then you need to stop the service and 

restart it to refresh the change. 

 

9.11.3 Backup multiple computers using the same DriveHQ account 

 

You can backup multiple computers using the same DriveHQ account. Even if you backup the 

same folders on Computer1 and Computer2 to the same DriveHQ account, the backup tasks 

won’t overwrite each other. In fact, each backup task is associated with a computer. If you create 

a backup task Task1 on Computer1 and a task2 on Computer2, then on Computer 1, you will see 

two backup tasks: 

- Task1; 

- Computer2.Task2 
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See the screenshot below, the task “W2008-SVR64.Backup2” is a task created on a different 

computer with computer name “W2008-SVR64” and task name “backup2”. When you select this 

task on this computer, you cannot start the task, nor can you edit the task. But you can view or 

migrate the task. 

 

 

 
 

Manage Tasks screen showing a task created on a different computer 

 

 Click on the “View” button, it opens the following dialog: 
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View a backup task created on a different computer 

 

Note you cannot edit the task because the task is created on a different computer. 

 

 

9.11.4 Migrate a Backup Task to a Different Computer 

 

To migrate a backup task created on a different computer to this computer, there are several 

ways. The easiest way is to use the “Migrate” feature. From Manage Tasks screen, select the task 

created on a different computer, then click on “Migrate” button. DriveHQ Online Backup will 

display the following dialog: 
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