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1. Getting Started 

Backup option service (hereafter backup service) offers the backup function of Cloud File Server 

(hereafter file server). In addition, the operation functions such as files and folders backed up are 

offered. 

 

2. Objectives of the Manual 

This objectives of the Manual is provide General User of the Cloud File Server Backup Option 

Service operation manual for the Backup Service. This Manual is used with separate volume “Cloud 

File Server User’s Guide” and “Cloud File Server Operation Manual 【General User Edition】”. 

 

3. Position of the Manual 

Reference relationship between this Manual and the other documents is shown below. 

According to the need, please refer to relevant document. 

 

 

 

  

・・・【This Guide】 

This 

Separate volume 

Reference relationship 

Cloud File Server User’s Guide 

Cloud File Server Operation Manual  
[Administrator Edition] (Japanese only) 

Cloud File Server Operation Manual 
[Cabinet Owner Edition] 

Cloud File Server Tablet Option Service Operation Manual 
 [General User Edition] (Japanese only) 

Cloud File Server Desktop App Edition Install Manual 
[Administrator Edition] (Japanese only) 

Cloud File Server Desktop App Edition Install Manual 
[General User Edition] (Japanese only) 

Cloud File Server Network Drive Option Service Operation Manual 
[General User Edition] (Japanese only) 

Cloud File Server 
FAQ (Japanese only) 

Cloud File Server Operation Manual 
[General User Edition] 

Cloud File Server Backup Option Service Operation Manual 
[General User Edition] 

https://fsdoc.blob.core.windows.net/CFS_UsersGuide_en.pdf
https://fsdoc.blob.core.windows.net/CFS_UsersGuide_en.pdf
https://fsdoc.blob.core.windows.net/CFS_UserManual_en.pdf
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4. What Can Backup service User Do? 

In this chapter, you learn functions accessible to Backup service. 

 

The General User can use the following function for the file and the folder backed up. Moreover,  

file and folder preserved in the version management and recycle bin can be operated. The user 

who has file server manager and cabinet owner's authorities can also use it. 

 

（１） Backup generation's display switch 

This function manages the backup data in the generation at the acquisition date of the 

backup. Three generations or less can be preserved. When the backup data of two 

generations or more is preserved, the display is switched to each generation's backup 

data. 

 

（２） Download(Save) 

This function allows User to download files and folders from the Backup Service and save 

it to the PC. 

 

（３） Download(Open) 

This function allows User to open a file on the PC. 

 

（４） Search for the file 

This function allows User to search files by file name. 

 

（５） Lock information 

This function allows User to display lock information on the file backed up.  

 

（６） Version management 

This function allows User to download files from version management. 

 

（７） Recycle bin 

This function allows User to download files or folder from recycle bin. 
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5. Login and Logout 

In this chapter, you learn how to login and logout to the Backup service. 

 

5.1. Login 

You log it in in user ID and the password used for the backup service in the user facility. 

 

（１） When it accesses URL in the user facility, "Welcome to Cloud File Server" screen  

(hereafter Welcome screen) is displayed. Here, click 【Open Backup】. When the file 

server manager is setting the backup service to "Use it", 【Open Backup】 button is 

displayed. 
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（２） The log in screen of the backup service is displayed. Please input user ID and the  

password and click 【Login】. You can switch to an English display by the language list. 

 

（３） When two-factor authentication has been enabled on your account, the screen on the 

left will be displayed. Enter verification code (a six-digit number) that appears in the 

authentication app on your smart device, and then click 【Confirm】. 

   

Enabling Two-Factor 

Authentication 

Refer to "28.2 Enable Two-Factor Authentication" of “Cloud File 

Server Operation Manual [General User Edition]”. 

Disabling Two-Factor 

Authentication 

Refer to “Cloud File Server Operation Manual [Administrator 

Edition]” (Japanese only)" or "28.3 Disable Two-Factor 

Authentication (Cancellation)" of “Cloud File Server Operation 

Manual [General User Edition]”. 

 

（４） When log in succeeds, the operation screen of the backup data is displayed. 

 

  

On Smart Device 
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5.2. Logout 

Click 【logout】 in the upper-right corner of the screen (header area) to the logout from the backup 

service. 

（１） Click 【 logout 】. 

 

 

 

 

 

（２） When you logout, the Login page will appear. 
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6. Backup service structure 

In this chapter, you lean backup service portal structure. 

 

The backup data operation screen is displayed when succeeding in login. The backup data 

operation screen is composed of the following eight areas. 

 

 

① Header 

② Operation Menu 

③ Cabinet List 

④ Drawer 

⑤ Files and Folders 

⑥ Files and Folders Path 

⑦ File name search box 

⑧ Footer 

  

①  
② 

③ 

④ 
⑤ 

⑥ ⑦ 

⑧ 
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7. Portal Layout and functions 

In this chapter, you learn each area of the Backup service Portal.   

 

（１） Header 

It is displayed in the uppermost part of the screen, and a corporate name and the name of the 

user of the user who is logging it in are displayed. In addition, 【logout】 link to logout is 

displayed. 

 

（２） Operation menu 

The operation menu display selection area is composed of three menus. 

Menu Description 

Edit Provides functions for files and folders operations, such as download. 

Backup data The generation of the displayed backup data is selected. 

Help Displays Manual and information on current version of the Backup service 

portal. 

 

（３） Cabinet List 

This area displays a list of cabinets that can be used by logged in User. Select cabinet you 

want to use from the list box.   

 

（４） Drawer 

This area displays a list of drawers of the selected cabinet. If there are Sub-Drawers, it will be 

indicated by [▶] on the left side of the drawer. When you click [▶], a list of Sub-Drawers of 

the drawer will be displayed.   

 

（５） Files and Folders 

In this area, when you click a Drawer or Sub-Drawer, subsidiary files and folders of the 

Drawer or Sub-Drawer will be displayed. This area allows the User to perform file operations 

such as download. 

 

（６） Files and Folder Path 

Displays full path of the currently displayed files and folders.   

 

 

（７） File name search box 
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Enter the target file name.  

 

（８） Footer 

Results, availability, and the free space of capacity and the use capacity to be able to use the  

cabinet that begins to be backed up are displayed.  

Moreover, the acquisition date of the backup is displayed. The acquisition date is a backup  

beginning date. 
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8. Change generation of backup data 

In this chapter, you learn how to change generation of backup data. 

 

When the backup service is logged in, the latest generation of the backup is displayed. When the 

backup generation is preserved for two generations or more, the Selection of the backup 

generation who displays it can be done. The generation switch of the backup data can be done by 

the following operations. 

 

（１） Select the acquisition date of the displayed backup from the backup data menu. 

 

 

（２） The cabinet list of the generation who selects it is displayed in the cabinet list display 

selection area. 
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9. Select Cabinet 

In this chapter, you learn how to select cabinet. 

 

The access authority to the cabinet is set to the unit of the user depending on the cabinet owner. 

The cabinet where the access was permitted is displayed when logging it in in user ID to which the 

access authority is set. The cabinet is not displayed in the cabinet list display selection area when 

there is no access authority in all cabinets. 

 

（１） Select the cabinet to be used. 

 

 

 

 

 

 

 

（２） The drawer list of the cabinet is displayed. 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

＜Caution!＞ 

Please ask the cabinet owner when the cabinet name used for the cabinet display selection 

area is not displayed. 
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10. Select Drawer, Sub-Drawer, and Folder 

In this chapter, you learn how to select a drawer and sub-drawer and how operate its subsidiary 

folders.  

 

The drawer and Sub-Drawer that the access authority (update authority or reference authority) is 

being set by the log in user at the time of that begins to be backed up are displayed. Neither the 

drawer or Sub-Drawer that the access authority is not set at the time of that begins to be backed 

up are displayed. 
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10.1. Select Drawer and Sub-Drawer 

（１） Click the accessed drawer. 

 

 

 

 

 

 

 

 

 

（２） The list of the folder and the file that the subordinate of the drawer has is displayed. 

 

 

 

 

 

 

 

 

（３） Select the folder. 

 

 

 

 

 

 

 

  

 

 

 



Cloud File Server Backup      Option Service Operation Manual 【General User Edition】 

All Rights Reserved, Copyright FUJITSU LIMITED 2014 - 2021 

16 

（４） File and folder list under the control of the folder are displayed. 
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10.2. Select Sub-Drawer and Folder 

Sub-Drawer exists when 【▸】 is displayed on left side of the drawer name. Sub-Drawer is 

displayed to click 【▸】 on left side of the drawer name. 

 

（１） Please click 【▸】 on left side of the drawer. 

 

 

 

 

 

 

 

 

 

（２） Sub-Drawer list of the clicked drawer is displayed. 【▸】 on left side of the drawer name  

changes into 【▾】 when Sub-Drawer is displayed. 

  

 

 

 

 

 

 

 

 

（３） When Sub-Drawer is clicked, the list of folder and file that the subordinate has is  

displayed. 
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（４） Click the folder under the control of Sub-Drawer. 

 

 

 

 

 

 

 

 

 

（５） File and Folder list under the control of the folder are displayed. 
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11. Download 

In this chapter, you learn how to display on your PC or download and save files and folders stored 

on the backup service to the PC (hereafter Download). 

 

In download, the following functions are provided. 

 The content of the file backed up is displayed (hereafter download and open). 

 The file and the folder backed up are preserved in the personal computer  

(hereafter download and save). 

 

Save it by operating pertinent software when you preserve the file that the download display is 

done in the personal computer. Download is decoded on the personal computer side and displays 

or is preserved. It is possible to download it by the following operation. 

（１） Download and open 

 It downloads it from the edit menu. 

 It downloads it from the context menu. 

 The file is double-clicked directly and downloaded. 

（２） Download and save 

 It downloads it from the edit menu. 

 It downloads it from the context menu. 

 

Download contents for each operation are shown below 

Operation File Folder 

Download and Open from the Edit Menu ○ × 

Download and Open from the Context Menu ○ × 

Download and Open by directly clicking the file ○ × 

Download and Save from the Edit Menu ○ ○ 

Download and Save from the Context Menu ○ ○ 

 

The procedure after clicking 【Download (open)】 and 【Download (save)】 from the Context Menu 

is same as the procedure after clicking 【Download (open)】 and 【Download (save)】 from the Edit 

Menu. It is not possible to download with Drag&Drop and Copy＆Paste. 
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11.1. Performing Download and open 

（１） Select the downloaded file. The file that can be selected is one. 

  

 

（２） Click 【download (Open)】 from the edit menu. 
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（３） The content of the selected file is displayed. 
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11.1. Download and Open by Directly Clicking File 

（１） Do the downloaded file in 【double-click】. 

 

 

（２） The content of the file is displayed. 
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11.2. Performing Download and Save 

（１） Select downloaded file and folder. You can select two or more files and folders. 

  

 

（２） Please click 【download (Save)】 from 【edit】 menu. 
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（３） It is displayed download destination screen for the PC ahead. Please select download  

folder ahead. you cannot download it by changing the file name. 

 

  

（４） Download is begun. 
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12. Display the lock information 

In this chapter, you learn how to displays lock information. 

 

（１） Select the locked file. 

 

 

 

（２） Click 【lock】 - 【lock information】 from 【edit menu】. 

 

  

（３） Lock information is displayed. 
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13. Version Management 

In this Chapter you will learn how to use Files Version Management Function.  

 

As follows, you can operate it for the file from which the version number is managed. 

 Download and Save 

 Download and Open  
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13.1. Download 

（１） Click the icon of "Versions" row. 

 

 

（２） The pop up screen of the version management is displayed.  

Select the downloaded file. 

 

 

（３） Click 【edit】 menu - 【download (Save)】 or 【download (Open)】. 
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14. Recycle bin 

In this Chapter, you will learn how to use Recycle bin Function. 

 

As follows, you can operate it for the file and the folder preserved in the Recycle bin. 

 Download(Save) 

 Download(Open)  
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14.1. Download 

（１） Move to the Drawer or Sub-Drawer that displays the Recycle bin. 

 

 

（２） Click 【Recycle bin】 of the edit menu. 
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（３） File and the folder of the Recycle bin are displayed. 

 

 

（４） Select downloaded file or folder. 
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（５） Click 【Download (Save)】 from the edit menu. 

 

 

（６） It is displayed download destination folder for the PC ahead. Please click destination  

folder ahead. It is not possible to download it by changing the file name. 

 

 

（７） Shut the Recycle bin with 【Close】 button when download is completed. 
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15. Search for the file 

In this chapter, you learn how to search for the file. 

 

User can search for a file with its exact name or partial name. You cannot use following half size 

symbols such as (*, ? etc.] for the search. The range of search is following.  

 ・Under the Drawer 

 ・Under the Sub-Drawer 

 ・Under the folder 

 

You can also do the following operations from search result screen to found file.  

  ・Download (to save)  

  ・Download (to display)   

・Move to the directory where the file is stored (Drawer, Sub-Drawer, Folder). 
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15.1. Search for the file 

（１） Select the Drawer or Sub-Drawer or the folder that becomes the range of the retrieval.  

Here, select the drawer. 

  

 

（２） Input the search for the file name, and press the "Enter" key. 
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（３） When the Sub-Drawer exists under the drawer, you get inquired whether to search for   

the Sub-Drawer or not. To search, click [Yes]. 

 

 

（４） Searched file will be displayed in the list. 
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15.2. Download from the search result 

（１） Select the file that is downloaded (Open) or downloaded (Save). 

 

 

（２） When 【download (Open)】 or 【download (Save)】 is clicked from edit menu, download  

will be begun. 
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15.3. Move to the location where the file is stored 

（１） Select the file and click 【Open file location】 in the 【Edi】t Menu. 

 

 

（２） Move to the folder where the file is stored. 
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16. Browse Manual 

In this chapter, you learn how to browse the Operation Manual. 

 

（１） Click 【help】 menu. 

 

 

（２） The Operation Manual will be displayed in PDF format file.    



Cloud File Server Backup      Option Service Operation Manual 【General User Edition】 

All Rights Reserved, Copyright FUJITSU LIMITED 2014 - 2021 

38 

 

 


