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1. Getting Started 

Cloud File Server (hereafter File Server) is a files storage / sharing service using Cloud Computing 

technology. 

 

2. Objectives of the Manual 

The objective of this Manual is to provide General User of the File Server operation manual for the 

File Server. This Manual is used with separate volume “Cloud File Server User’s Guide”.  

 

3. Position of the Manual 

Reference relationship between this Manual and 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 Operation Manual 
[General User Edition] 

Cloud File Server Backup Option Service Operation Manual 
[General User 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) 
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4. What Can General User Do? 

In this chapter, you learn functions accessible to General User. 

 

General User can utilize following functions. Moreover, User functions can be also used by User 

possessing File Server Administrator Rights or Cabinet Owner Rights.   

 

（１） Upload 

This function allows User to upload files and folders from User’s Client PC (hereafter PC) to the File 

Server.  

 

（２） Download (save) 

This function allows User to download files and folders from the File Server and save it to the  

PC. 

 

（３） Download (open) 

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

 

（４） Direct Edit 

This function allows User to directly edit files on the File Server. The edited file will  

be saved (overwritten) to the File Server. The file will not be saved to the PC.  

 

（５） Copy 

This function allows User to copy files or folders on a drawer or folder and paste it to the other 

drawer or folder. 

 

（６） Move 

This function allows user to move files and folders on a drawer or folder to the other drawer 

or folder. 

 

（７） Create New Folder 

This function allows User to create a folder which files can be saved to. 

 

（８） Rename 

This function allows User to rename files and folders. 
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（９） Delete 

This function allows User to delete files and folders stored on the File Server. The deleted files 

and folders are stored in Recycle Bin. The Recycle Bin is located in each drawer and 

sub-drawer. The deleted files and folders are stored in the Recycle Bin where they are 

deleted. 

 

（１０） Lock the file 

Lock a specific file. 

This function allows User to download and edit the file exclusively after locking it. 

 

（１１） Explore Recycle Bin 

This function allows User to explore the files and folders which are deleted and saved to the 

Recycle Bin. 

 

（１２） Restoration From Recycle Bin 

This function allows User to restore the deleted files and folders to their original location. 

 

（１３） Empty Recycle Bin 

This function allows User to completely delete the files and folders from the Recycle Bin. The 

files and folders deleted from the Recycle Bin cannot be restored. 

 

（１４） Refresh 

This function allows User to refresh the displayed list of files and folders. 

 

（１５） Select All 

This Function allows User to select all the files and folders displayed on the list. 

 

（１６） Unselect All 

This Function allows User to unselect the selected files and folders. 

 

（１７） File name search 

This function allows User to search files by file name. 

 

 

 



Cloud File Server Operation Manual  [General User Edition] 

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021 

8 

（１８） Operation Environment Setting Function 

This function allows to perform Operating Environment Setting in the User Portal. Allows to 

perform Operations Setting for Communication Environment Operations and Files Double 

Clicking and Display existence of folder tree. 

Operating Environment Setting can be performed in User Setting Unit.  

 

（１９） Change Password 

This Function allows User to change their old password to new password. 

 

（２０） Version management function 

It is a function (hereafter, version management) to manage the file overwritten when the file 

of the same name exists by up-loading, editing directly, moving, and copying it as a versions 

of past. The file from which the version is managed can be restored to the file and the folder 

display selection area. It is an effective function for the restoration of the file overwritten by 

mistake. The version number management becomes effective for the setting of the file server 

manager of the version management from the optional service management menu, "Use it". 

 

（２１） Show Path 

This function allows the user to display the location (Path) of a selected folder or file. 

 

（２２） Copy URL 

This function allows the user to copy a URL to view and open a selected folder or file. 
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5. Login and Logout 

In this chapter, you learn how to login to User Portal and logout.  

 

5.1. Login 

Login using User ID and password. 

 

（１） When you access User Portal’s URL, “Welcome to Cloud File Server” screen (hereafter  

Welcome screen) will be displayed. Click [Open the Cloud File Server]. 
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（２） The Login Page of the User Portal will be displayed. Enter User ID and password and click  

[Login]. 

  

（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 you login successfully, the User Portal will be displayed. 

  

On Smart Device 
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5.2. Logout 

To logout from the User Portal, click [Logout] on the upper right corner of the page (Header).  

 

（１） Click [Logout]. 

 

 

（２） When you logout, the Login Page will appear. 

 

 

  



Cloud File Server Operation Manual  [General User Edition] 

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021 

12 

6. User Portal Structure  

In this chapter, you learn User Portal structure. 

 

When you login successfully, the User Portal will be displayed. The User Portal is composed of 

following 7 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 Portal.  

 

（１） Header 

The Header is located on the top of the Portal and displays the corporate name and the User 

name of logged in User. [Logout] link  is also displayed on the Header. 

 

（２） Operation Menu 

The Operation Menu is composed of 4 menus. 

・  [Edit] Menu 

Provides functions for files and folders operations, such as upload and  

download. 

・  [Manage] Menu 

Function for the Cabinet Owner. It cannot be used by User without the Cabinet  

Owner Rights. 

・  [Tool] Menu 

Operating Environment Setting, Password Changing at Login In to File Server in the 

User Portal.  

If Password has been changed by File Server Administrator, Administrator 

Password will be also changed. 

・  [Help] Menu 

Displays Manual and information on current version of the User Portal. 

User can access “Cloud File Server User’s Guide”, “Cloud File Server Operation 

Manual [General User Edition]” and “Cloud File Server Operation Manual [Cabinet 

Owner Edition]”. 

 

（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. 
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（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 

upload and download. 

 

（６） Files and Folders Path 

Displays full path of the currently displayed files and folders. 

 

（７） File name search box. 

Enter the target file name . 

 

（８） Footer 

Displays available space, used space, usage rate, and free space of the currently displayed  

cabinet. 
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8. Select Cabinet  

In this chapter, you learn how to select cabinet. 

 

Cabinets you can access are displayed in the Cabinet List in form of list box.  

（１） Select a cabinet you want to use. 

 

 

（２） List of drawers in the selected cabinet will be displayed in the Drawer. 

 

 

 

 

 

 

 

 

 

 

  

<Caution!> 

In case the name of cabinet you want to use is not displayed in the Cabinet List, please 

contact the  Cabinet Owner of the cabinet. 
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9. 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 drawers and sub-drawers you are accessible are displayed in the Drawer. These drawers and 

sub-drawers are the ones of which the logged in User has Drawer Access Rights (Update Rights or 

Read Only Rights). 

 

9.1. Selecting Drawer and Folder 

（１） Click a drawer you want to use from the Drawer. 

 

 

（２） A list of files and folders subsidiary to the selected drawer will be displayed.   
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（３） Select a folder subsidiary to the drawer.  

 

 

（４） A list of subsidiary files and folders will be displayed.   
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9.2. Returning to Parent Folder 

（１） Click [ ] in the Files and Folders. 

 

 

（２） You will return to the parent folder. 
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9.3. Selecting Sub-Drawer and Folder 

Sub-drawers can be created within drawers according to the need. The [▸] mark on the left side 

of a drawer name indicates that there is a sub-drawer inside the drawer. The sub-drawer will be 

displayed when you click [▸] on the left side of drawer. 

 

（１） Click [▸] on the left side of drawer. 

 

 

（２） A list of sub-drawers of the selected drawer will be displayed. When the sub-drawer is  

 displayed, [▸] on the left side of drawer will turn into [▾]. 
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（３） When you click a sub-drawer, a list of subsidiary files and folders will be displayed. 

 

 

（４） Select a subsidiary folder. 

 

 

（５） A list of subsidiary files and folders will be displayed. 
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10. Create Folder 

In this chapter, you learn how to create folder. 

 

A new folder can be created directly in a drawer, sub-drawer or folder. 

You can use one of following operations to create a folder. 

・ Create a folder by using the Edit Menu. 

・ Create New Folder from left click menu (hereafter Context Menu) in the Files and 

Folders.   

 

The procedure after clicking [New Folder] in the Context Menu is same as the procedure after 

clicking [New Folder] in the Edit Menu. 

 

10.1. Creating Folder Directly in Drawer  

（１） Select a drawer.   
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（２） Click [New Folder] from [Edit] Menu. 

 

 

（３） Enter folder name. 

You cannot use following half size symbols for the folder name. 

\/:*?”<>| 

Moreover, you cannot use “.” (dot) at the beginning and the end of folder name.   
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（４） A new folder will be created. 
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10.2. Creating Folder Directly in Sub-Drawer 

（１） Click [▸] on the left side of a drawer.  

 

 

（２） Select a sub-drawer. 
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（３） Click [New Folder] from [Edit] Menu.  

 

 

（４） Pop-up box for the folder name entry will appear. Enter [Folder Name]. 

You cannot use following half size symbols for the folder name. 

\ / : * ? ” < > | 

Moreover, you cannot use “.” (dot) at the beginning and the end of folder name. 
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（５） A new folder will be created. 
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11. Upload 

In this chapter, you learn how to upload files and folders from your PC to the File Server and save 

them (hereafter Upload). 

 

You can upload files and folders to a drawer, sub-drawer, and folder in the File Server. For the 

Upload, you can select multiple files and folders on your PC. 

You can use one of the following operations to perform the Upload.  

 

・ Upload from the Edit Menu 

・ Upload from the Context Menu. 

・ Upload by Drag&Drop. 

・ Upload by Copy&Paste. 

 

Upload contents for each operation are shown below. 

Operation File Folder 

Upload from the Edit Menu ○ × 

Upload from the Context Menu ○ × 

Upload by Drag&Drop ○ ○ 

Upload by Copy&Paste ○ ○ 

 

The procedure after clicking [Upload] in the Context Menu is same as the procedure after clicking 

[Create Folder] in the Edit Menu. The Upload through Drag&Drop and Copy&Paste is performed 

between Windows Explorer and Files and Folders of User Portal. This operation is performed 

similarly to usual Windows Explorer operations.  
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11.1. Performing Upload 

（１） Select upload destination. The destination can be a cabinet, drawer or folder. 

 

 

（２） Click [Upload] from the Edit Menu. 
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（３） A PC file browse screen will be displayed. Select files and folders to upload.  

  

  

（４） The Upload will start. 

 

 

（５） After the Upload is completed, the Portal will be refreshed. 
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<Caution!> 

Prior to the Upload, the uploading file is encrypted on your PC. It is impossible to upload files 

whose size is larger than the available space on the destination cabinet. In case the size of 

files exceeds the available space, the Upload will be canceled. 
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11.2. Uploading Files and Folders with the Same Name 

If a file or folder with the same name as the uploading ones already exist in the destination drawer, 

sub-drawer or folder, confirmation message will be displayed, asking whether you want to 

overwrite or not. 

If there are uploaded files existing in Drawer, Sub-drawer and Folder with the same name, you will 

get inquired whether to overwrite files or not. If you have chosen overwrite, Checkbox dialog 

“Managing the version of the file before overwritten” will be displayed. If you press On “Managing 

the version of the file before overwritten ”, file to overwrite will be treated as existing version file. 

This file will be revised in already existing version Checkbox “Managing the version of the file 

before overwritten’’ should be activated by Server Administrator (“To Use”). If this setting is not 

completed or is set as “no use”, (it becomes) inactive display. For more details please refer to “19 

Revision Control” of this Manual. There is no impact using small or big letters. 
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The action for each button is explained as follows. 

Button Action taken in case of uploading files and folders with the same name 

Yes Overwrites the file or folder with the same name. If you upload multiple files and 

folders and the name of those are the same as the ones already exist, the 

overwrite confirmation message will be displayed every time uploading the files 

and folders. 

Yes to all Overwrites the file or folder with the same name. If you upload multiple files and 

folders and the name of those are the same as the ones already exist, the 

overwriting will be performed without displaying the overwrite confirmation 

message. 

No The files or folders with the same name will not be overwritten. If uploading he 

folder, subsidiary files or folders will not be overwritten too. If you upload 

multiple files and folders and the name of those are the same as the ones already 

exist, the overwrite confirmation message will be displayed every time uploading 

the files and folders. 

No to all The files or folders with the same name will not be overwritten. If you upload 

multiple files and folders and the name of those are the same as the ones already 

exist, the overwriting will not be performed without displaying the overwrite 

confirmation message.    

 

If you press “Yes” or “Yes for All” the steps are as follow: 

Revision Control Checkbox Handle Files with the same name 

On Make revision control of files to be overwritten 

Off Overwrite files with the same name. No revision control 
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12. Download 

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

on the File Server to the PC (hereafter Download). 

 

There are following Download functions. 

 Opens a file stored on the File Server (hereafter Download and Open). 

 Saves files and folders stored on the File Server to the PC (hereafter Download and Save) 

 

To save the opened file to the PC, save with the function of the application by which the file is 

opened. Files are opened or saved after decrypted on the PC. To perform the Download, use the 

following operations: 

（１） Download and Open 

・ Download from the Edit Menu. 

・ Download from the Context Menu.  

・ Download by double clicking the file in Files and Folders. 

Operation Environment allows also to change Files Double Clicking Operations into 

Direct Editing. Initial setting after Double-Clicking File is Download (Display).  

For more details please refer to 27. Performance Operation Environment Setting of 

this Manual.  

 

 

（２） Download and Save 

・ Download from the Edit Menu. 

・ Download 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 ○ ○ 
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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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12.1. Performing Download and Open 

（１） Select a file you want to download in the Files and Folders. You can select only one file. 

 

  

（２） Click [Download (open)] from the Edit Menu. 
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（３） The content of selected file will be opened.  
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12.2. Download and Open by Directly Clicking File  

（１） Double-click a file you want to download in the Files and Folders.  

For Operating Environment Setting related to Double-Click Operations please refer to   

27. Performance Operating Environment Setting of this Manual. 

 

 

 

（２） The content of selected file will be opened. 
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12.3. Performing Download and Save 

（１） Select a file or folder you want to download in the Files and Folders.  

 

  

（２） Click [Download (save)] from [Edit] Menu. 
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（３） Download destination screen for the PC will appear. Select a destination folder. It is 

impossible to change the file name during the Download.   

  

 

（４） The Download will start. 
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13. Directly Editing File 

In this chapter, you learn how to directly edit files stored on the File Server. 

 

Due to exclusive control (hereafter Lock) during direct editing, other Users are not able to directly 

edit the file. When the direct editing is finished, the file will be unlocked and available for direct 

edit.   

Files created by following software can be edited directly.  

 

Software File Extension 

Microsoft Word 2013 / 2016 / 2019 / Microsoft 365 doc and docx 

Microsoft Excel 2013 / 2016 / 2019 / Microsoft 365 xls and xlsx 

Microsoft PowerPoint 2013 / 2016 / 2019 / Microsoft 365 ppt and pptx 

Windows Notes txt 

 

You perform following operations to edit directly. 

・ Directly edit from the Edit Menu. 

・ Directly edit from the Context Menu. 

・ Double- Click File 

There is necessary to configure Directly Editing after Double- Clicking Operations. It can 

be set in the Operating Environment Setting. Initial Setting of Files Double-Clicking is 

Download (display). For more details please refer to 27. Performance Operating 

Environment Setting of this Manual.  

 

The procedure after clicking [Direct Edit] from [Context] Menu is same as the procedure after 

clicking [Direct Edit] from [Edit] Menu. 

<Caution!> 

For Excel files, enabling the "Share Workbook" feature may prevent overwriting or updating the 

file. In such cases, follow the steps below: 

1. Download the Excel file to your computer. 

2. Disable the "Share Workbook" feature. 

3. Save the Excel file. 

4. Upload the Excel file to the file server. 
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13.1. Performing Direct Edit 

（１） Select a file to edit directly. 

 

 

（２） Click [Direct Edit] from the Edit Menu 
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（３） The file will be opened by an appropriate application initiated on the PC. The Lock mark  

will appear on the editing file in the Files and Folders. 

 

 

（４） Click [Yes] to Save Overwritten Application and Files after Editing. When you close the 

application, Updating Pop Up Dialog will be displayed. Click [Yes]. 

If you press “Managing the version of the file before overwritten”, files will be saved as 

already existing version. For more details please refer to “19. Version management” of 

this Manual. 
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（５） The file is updated, and the Lock mark will disappear. 
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13.2. Unlock the Direct Edit 

If the directly editing file is not able to be unlocked due to the error, you can forcibly unlock with 

the following procedures. The following Users are able to unlock. 

 General User who is directly editing the file 

 Cabinet Owner 

 

（１） Click the lock mark that appears for the editing file in the Files and Folders. 

 

 

（２） Lock information pop-up box will be displayed. Click [Unlock] 

 

 

Items Explanation 

File name Displays the file name which the User is directly editing. 

Locked By Displays the User name who is editing directly. 

Lock type [Direct edit] will be displayed. 

Lock time Displays the start time of the Lock. 
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（３） The Lock mark will disappear from the edited file in the Files and Folders and the  

file will be unlocked. 
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14. Copy File or Folder 

In this chapter, you learn how to copy and paste files and folders stored on the File Server to other 

location of the File Server. 

 

You can copy and paste to following locations: 

 Other folder in the same cabinet / drawer 

 Other drawer in the same cabinet 

 Other cabinet 

 

It is possible to copy and paste multiple files and folders with a single operation. 

When there are copied files and folders existing with the same name “11.2 Upload Files and 

Folders with the same Name”, the message “overwrite or no” and Revision Control confirmation 

Pop Up Dialog will be displayed. For Version management Functions please refer to “19 Revision 

Control” of this Manual. 

 

You can copy and paste files and folders using following operations: 

・ Copy from the Edit Menu. 

・ Copy from the Context Menu. 

The procedure after clicking [Copy] from [Context] Menu is same as the procedure after clicking 

[Copy] from [Edit] Menu. 
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14.1. Copying to Other Folder 

（１） Select a file to copy. 

 

 

（２） Click [Copy] from [Edit] Menu. 

 

 

（３） Go to the destination folder. 
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（４） The copying and pasting will start as you click [Paste] from [Edit] Menu. 
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14.2. Copying to Other Drawer 

（１） Select a file to copy. 

 

 

（２） Click [Copy] from [Edit] Menu. 

 

 

（３） Go to the destination drawer. 
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（４） The copying and pasting will start as you click [Paste] from [Edit] Menu. 
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14.3. Copying to Other Cabinet 

（１） Select a file to copy 

 

 

（２） Click [Copy] from [Edit] Menu. 

 

 

（３） Move to the destination cabinet. 
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（４） The copying and pasting will start as you click [Paste] from [Edit] Menu. 

 

 

 

 

 

 

 

 

  

<Caution!> 

It is impossible to copy a drawer or sub-drawer. It is impossible to copy files whose size is 

larger than available space on the destination cabinet. In case the size of files exceeds the 

available space, the copying will be canceled. 
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15. Moving Files and Folders 

In this chapter, you learn how to move files and folders stored on the File Server to other location 

on the File Server. 

 

You can move files and folders to following locations: 

 Other folder in the same cabinet / drawer 

 Other drawer in the same cabinet 

 Other cabinet 

 

It is possible to move multiple files or folders with a single operation. 

When there are moved files and folders existing with the same name “11.2 Upload Files and 

Folders with the same Name”, confirmation message “overwrite or no” and “version management”  

pop up dialog will be displayed. For Revision Control Functions please refer to “19 Version 

management” of this Manual. 

 

You can move files and folders using following operations:  

・ Move from the Edit Menu. 

・ Move from the Context Menu. 

The procedure after clicking [Move] from [Context] Menu is same as the procedure after clicking 

[Move] from [Edit] Menu. 
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15.1. Moving to Other Folder 

（１） Select a file you want to move 

 

 

（２） Click [Cut] from [Edit] Menu. 

 

 

（３） Go to the destination folder. 
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（４） The moving will start as you click [Paste] from [Edit] Menu. 
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15.2.  Moving to Other Drawer 

（１） Select a file you want to move. 

 

 

（２） Click [Cut] from [Edit] Menu. 

 

 

（３） Go to the destination drawer. 
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（４） The moving will start as you click [Paste] from [Edit] Menu. 
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15.3. Moving to Other Cabinet 

（１） Select a file you want to move. 

 

 

（２） Click [Cut] from [Edit] Menu. 

 

 

（３） Go to the destination cabinet. 
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（４） The moving will start as you click [Paste] from [Edit] Menu. 

 

 

 

 

 

 

 

 

.  

<Caution!> 

It is impossible to move a drawer or sub-drawer. It is impossible to move files whose size is 

larger than available space on the destination cabinet. In case the size of files exceeds the 

available space, the moving will be canceled. 
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16. Rename Files and Folders 

In this chapter, you learn how to change name of files and folders. 

 

You cannot use the following half size symbols for the name of files and folders: 

\/:*?”<>| 

Moreover, you cannot use “.” (dot) at the beginning and the end of the folder name. 

 

Use following operations to rename files and folders: 

・ Rename a file or folder from the Edit Menu 

・ Rename a file or folder from the Context Menu. 

The procedure after clicking [Rename] from [Context] Menu is same as the procedure after 

clicking [Rename] from [Edit] Menu. 
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16.1. Renaming File 

（１） Select a file to rename. 

 

 

（２） Click [Rename] from [Edit] Menu. 

 

  



Cloud File Server Operation Manual  [General User Edition] 

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021 

62 

 

（３） Text box for new name entry will appear. In the text box, the current file name including  

the file extension will be displayed. Be cautious not to change the extension. Enter the 

name and click [OK]. 

  

 

 

（４） The file name will be changed. 

 

 

 

 

 

 

 

  

<Caution!> 

If you change the file extension (e.g.. doc and xls), the file will not be opened correctly when 

performing Download and Open, and Direct Edit.  
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16.2. Renaming Folder  

（１） Select a folder to rename. 

 

 

（２） Click [Rename] from [Edit] Menu. 
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（３） Text box for new name entry will appear. In the text box, the current folder name will be  

displayed. Enter the name and click [OK]. 

 

 

（４） The folder name will be changed. 
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17. Delete Files and Folders 

In this chapter, you learn how to delete files and folders. 

 

Deleted files and folders are stored in the Recycle Bin. The Recycle Bin is located in each drawer 

and sub-drawer. 

Deleted files and folders are stored in the Recycle Bin located in the corresponding drawer or 

sub-drawer. 

Files and folders stored in the Recycle Bin can be restored using the operation described in 21. 

Restore From Recycle Bin of this Manual. 

Files and folders stored in the Recycle Bin can be deleted by using the operation described in 22. 

Delete From Recycle Bin of this Manual. 

 

Use the following operations to delete files and folders:  

・ Delete files and folders from the Edit Menu. 

・ Delete files and folders from the Context Menu. 

The procedure after clicking [Delete] from [Context] Menu is same as the procedure after clicking 

[Delete] from [Edit] Menu. 
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17.1. Deleting Files 

（１） Select a file to delete. 

 

 

（２） Click [Delete] from [Edit] Menu. 
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（３） The file will be deleted and moved to the Recycle Bin as you click [OK]. 
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17.2. Deleting Folders 

（１） Select a folder to delete. 

 

 

（２） Click [Delete] from [Edit] Menu. 
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（３） The folder will be deleted and moved to the Recycle Bin as you click [OK]. 
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18. Lock and unlock the file 

In this chapter, you learn how to lock and unlock the file. 

 

The lock is the function that locks the specific file and prohibiting other Users to edit it. 

User who is able to lock the file is the User or Cabinet Owner possessing renewal rights of drawer 

or sub-drawer storing the file. Anyone other than User or Cabinet Owner who locked the file 

cannot overwrite and upload or move the file. 

The lock is continued even if the User logged off. It is effective when the User wants to download 

file and edit it for a long period of time. Furthermore, it is also effective when the User wants to 

lock the file that is unavailable for direct edit by downloading it to exclusively edit it. 

The unlock is the function that unlocks the file. User or Cabinet User who locked the file is capable 

of the operation. 

 

Operational functions for locked file are following. 

 
User locked the 

file 

Anyone other 

than User locked 

the file 

Cabinet Owner 

Upload (overwrite) ○ × ○ 

Download (save) ○ ○ ○ 

Download (display) ○ ○ ○ 

Directly edit × × × 

Copy ○ ○ ○ 

Move × × × 

Change name × × × 

Delete × × × 

Search for file name ○ ○ ○ 

Unlock the file ○ × ○ 

 

  

Function 

User 
function 
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18.1. Lock the file  

（１） Select the file to lock. 

        

 

（２） From the [Edit] pane, select [lock]. 

        

 

（３） The lock mark will appear on the locked file in lock column. 
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18.2. Unlock the file 

（１） Select the locked file. 

        

 

（２） From the [Edit] pane, select [Lock] and click [Unlock]. 

        

 

（３） The file will be unlocked and the lock mark will disappear. You can also unlock the file 

from [Lock information ] in the next chapter. 
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18.3. Display the lock information 

（１） Select the locked file, 

      

 

（２） From the [Edit] pane, select [Lock] and click [Unlock]. 
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（３） Lock information pop-up dialog box will appear. 

The file lock will be displayed as “Manually Locked” in the lock category. Lock edited 

directly will be displayed as “Directly Edited”. When you click [Unlock], you are able to 

unlock. 
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19. Version management 

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

 

This function allows to save files with the same name as already existing version (overwritten).  

Revised files can be restored from Version management to Files and Folders. (hereafter Restore). 

This function is effective also to restore files which have been overwritten by unintentional mistake. 

The number of versions is unlimited.  

This function must be activated by Server Administrator. When Server Administrator did not 

activate this function, it will be unavailable. Capacity of revised files is the subject to capacity 

charged. Version management Function is applicable for following activities: 

Upload 

 Direct Edit 

 Copy 

 Move 
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19.1. Display Layout and Structure 

Display Layout and Structure is as follow: 

 

① Header 

Displays on the top of the screen, displays CFS Repository 

② Operation Menu 

Operation Menu is composed of following 1 Menu: 

 「Editing」Menu 

Provides following functions for recovered, downloaded and revised files 

 Restore (To go back to Files and Folders Operation Menu) 

 Download (to Save) 

 Download (to Display) 

 Remove  

 Remove for All 

By right-clicking, Context Menu will be displayed. 

③ Files Operation Menu 

Displays already stored (revised) files. Enables to recover and download files. 

④ Footer 

Displays [Close Repository] Bottom.  

  

①  

② 

③ 

④ 
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Operation type of revised files depends on Drawer, Sub-drawer User Access Rights . (Updated 

Access or Referenced Access) 

○:possible ×:impossible 

Operation Name Updated 

Authorization/Cabinet 

Owner 

Reference Access 

Right 

Recover  ○ × 

Download（to display） ○ ○ 

Download（to save） ○ ○ 

Remove ○ × 

Remove for All ○ × 

 

Locking Operations (by Direct Editing and Manual Locking) are as follow: 

○：Possible to work×：Impossible to work －:No Authorization 

Operatio

n name 

    Direct Editing 
Manual Lock Other User (except 

Locking Users) 

Updated 

Authorizatio

n 

Reference

d Access 

Right  

Updated 

Authorizatio

n 

Reference

d Access 

Right 

Updated 

Authorizatio

n  

Reference

d Access 

Right 

Restore × － ○  × × 

Downloa

d（to 

display） 

○ － ○  ○ ○ 

Downloa

d（to 

save） 

○ － ○  ○ ○ 

Remove ○ － ○  × × 

Remove 

for All 

○ － ○  × × 

 

When you move files already saved as previous version, this previous version will be also moved. 

However you cannot copy and download previous version. In addition files saved on previous 

version can be removed to the previous location and will be moved to Recycle Bin. When you want 

to restore them from the Recycle Bin, previous version will be restored.    
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19.2. Open Version management 

File Icon of Version management will be displayed in the Files and Folders Operation Menu. 

 

（１） The icon of "Version" row is clicked. 

 

 

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

Saved date that is overwrite a file concerned directly in the edit etc., and was preserved as a 

past number of versions is shown at the saved date and time. The file from which the version 

number is managed is displayed in a new descending order at the saved date and time. 

 

 

  



Cloud File Server Operation Manual  [General User Edition] 

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021 

79 

19.3. Close Version management 

（１） Click [Close] Bottom in the Footer 
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19.4. Restore function 

This function allows to restore files from Version management to Files and Folders. 

 

（１） Select the files to restore and click [Restore] in the [Edit] Menu. 

 

 

（２） Restore Pop Up Dialog will be displayed. 

Files to restore which are displayed in the Operation Menu, will be saved in Version 

management . In addition, when you click [On] in [Remove restored files], restored files 

will be deleted (removed) from Version management. When you click [Off], restored 

files will be maintained in Version management. The default is off. 
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19.5. Download 

（１） Select file you want to download. 

 

 

（２） Select [Download (to view)] or [Download (to save)] in the [Edit] Menu. 
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19.6. Delete file 

（１） Select File you want to delete. 

 

 

（２） Click [Delete] in the [Edit] Menu. 
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（３） Delete Confirmation Pop Up Dialog box wil be displayed. Click [Yes]. 
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20. Explore Files and Folders Stored in Recycle Bin 

In this chapter, you learn how to explore the Recycle Bin. 

 

Deleted files and folders are stored in the Recycle Bin located in relevant drawer or sub-drawer 

Use following operations to display files and folders stored in Recycle Bin.  

・ Explore Recycle Bin from the Edit Menu. 

・ Explore Recycle Bin from the Context Menu. 

The procedure after clicking [Recycle Bin] from [Context] Menu, is same as the procedure after 

clicking [Recycle Bin] from [Edit] Menu. 
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20.1. Exploring Recycle Bin 

（１） Go to a drawer or sub-drawer with the Recycle Bin you want to explore, then click  

[Recycle bin] from the Edit Menu. 

 

 

（２） The files and folders inside the Recycle Bin of the drawer or sub-drawer will be displayed. 
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21. Structure of Recycle Bin Screen 

In this chapter, you learn the Recycle Bin screen structure. 

 

The Recycle Bin screen is composed of following 5 areas. 

 

 

① Header 

② Recycle Bin Menu 

③ Recycle Bin Files and Folders 

④ Recycle Bin Path 

⑤ Footer 

  

①  

② 

③ 

④ 

⑤ 
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21.1. Layout and Functions of Recycle Bin Screen 

Areas of the Recycle Bin screen are described below. 

 

① Header 

The Header is located at the top of the screen and displays the corporate name and the name 

of logged in User. [Logout] link used for logout is also displayed on the Header. 

 

② Recycle Bin Menu 

Provides functions to restore files and folders to original location and completely delete.  

 

③ Recycle Bin File and Folders 

In this area, deleted files and folders are displayed. You can restore or completely delete the 

files and folders. Following content is displayed: 

・ Name 

The Name of deleted file or folder 

・ Original location 

The original path of deleted files and folders begins from the drawer or sub-drawer 

where the files and folders located. The files and folders will be restored to this 

location. 

・ Date 

Date when the files and folders were deleted. 

 

④ Recycle Bin Path 

Displays the path of the current Recycle Bin in the following form: [Cabinet Name / Drawer 

Name] or [Cabinet Name / Drawer Name / Sub-drawer Name]. 

 

⑤ Footer 

The Footer is located at the bottom of the Recycle Bin screen and displays [Close] button used  

for closing the Recycle Bin screen. 
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22. Close Recycle Bin 

In this chapter, you learn how to close the Recycle Bin screen. 

 

To close the Recycle Bin screen, do the following operation: 

 

（１） Click [Close] in the Footer. 
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23. Restore From Recycle Bin 

In this chapter, you learn how to restore files and folders from the Recycle Bin.  

 

The restoration from the Recycle Bin means restoring deleted files and folders to the locations 

where they originally existed. 

Use the following method to restore deleted files or folders. 

・ Restore files and folders from the Edit Menu 

・ Restore files and folders from the Context Menu 

The procedure after clicking [Restore] from [Context] Menu is same as the procedure after clicking 

[Restore] from [Edit] Menu. 
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23.1. Restoring from Recycle Bin 

（１） Go to a drawer or sub-drawer of the files or folders you want to restore. 

 

 

（２） Click [Recycle Bin] from the Edit Menu and go to the Recycle Bin. 

 

 

（３） A list of the deleted files and folders will be displayed. 
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（４） Select the files or folders to restore. To restore all files and folders from the Recycle Bin,  

click  [Select All] from the Edit Menu. 

 

  

（５） The destination to which the files or folders get restored is displayed as [Original  

Location] in the Recycle Bin Files and Folders. 

 

Click [Restore] from the Edit Menu of the Recycle Bin. The restoration will start. 

 

  

（６） After the restoration, click [Close ]button in the Footer to close the Recycle Bin screen. 
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（７） Go to the destination and verify if the deleted files and folders are restored. 
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24. Delete from Recycle Bin 

In this chapter, you learn how to completely delete files and folders from the Recycle Bin. 

 

Delete completely from the Recycle Bin means completely deleting files and folders stored in the 

Recycle Bin from the File Server. It is not possible to restore the completely deleted files and 

folders. 

Perform the following operations to completely delete files and folders from the Recycle Bin: 

・ Delete from the Edit Menu of Recycle Bin. 

・ Delete from the Context Menu of Recycle Bin. 

 

There are 2 ways to perform the delete operation. Select files and folders and click [Delete] from 

the Edit Menu of Recycle Bin or click [Empty Recycle Bin]. If you click [Empty Recycle Bin], all the 

files and folders stored in the Recycle Bin will be completely deleted.   

The procedure after deleting from [Context] Menu is same as the procedure after clicking [Delete] 

or [Empty Recycle Bin] from the Edit Menu of Recycle Bin. 

  



Cloud File Server Operation Manual  [General User Edition] 

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021 

94 

24.1. Deleting from Recycle Bin 

（１） Select a file or folder to delete completely. To completely delete all the files and folders  

stored in the Recycle Bin from the File Server, click [Select All] from the Edit Menu of 

Recycle Bin. If you click [Empty Recycle Bin], all the files and folders stored in the 

Recycle Bin will be completely deleted from the File Server (even though they are not 

selected). 

 

  

（２） Click [Empty Recycle Bin] from the Edit Menu of Recycle Bin. 

 

 

（３） Delete confirmation pop-up box will be displayed. When you click [Yes], all the files and  

folders will be deleted from Recycle Bin. 
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25.  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. For example, if you want to search 

“Business report.docx”, enter as following. 

 ・Enter [Business report.docx] for an exact match. 

 ・Enter [Business], [Business reporting] or [Business report] for a partial match. 

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 cannot search for the whole File Server or each Cabinet. 

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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25.1. Search for the file 

（１） Select the search range of Drawer , Sub-Drawer or Folder. A Drawer is selected for  

instance 

The selected Drawer name will appear in the file name search box and under the Drawer  

will be subject of search. 

        

 

（２） Enter the file name you want to search in the file name search box. Enter partial match  

here and click [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. 

[Location] under the [Name] will display the folder name storing the file. 

The [Drawer] column will display the drawer name or sub-drawer name storing the file. 

For example, [MasterSchedule report.xlsx] is stored in  [01 Management] folders under 

[01 Team A] sub-drawer. 
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25.2. Download file from the search result 

（１） Select the file to download to open or to save. 

For download to save, you can select multiple files. To select multiple files, click with 

holding down the Shift key or Ctrl key. Use Shift key to select multiple files all at once. 

Use Ctrl key to select multiple files one by one. 

 

 

（２） Download will start when you click [Download (open)] or [Download (save)] in the [Edit  

Menu].  
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25.3. Move to the location where the file is stored. 

（１） Select the file and click [Open file location] in the [Edit Menu]. 

 

 

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

In this case, User move to the folder [01 Management] under the sub-drawer of [01  

Team A]. 
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26. Display Path of Selected Folder or File 

You can view the location (Path) of a selected folder or file. The first level of the path is the cabinet 

name and the second level is the drawer name* where the folder or file is stored. 

※For a sub-drawer, its name is displayed in the form of “Drawer name_Sub-drawer name”. 

 

（１） Select a folder or file and click [Edit] in the Operation menu, and then click [Show Path]. 

You can access [Show Path] from the context menu by right-clicking on the folder or file. 

 

The path of the folder or file is displayed. To copy the path to the clipboard, click the Copy button. 

You can paste the path to new locations. 
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27. Change Password 

In this chapter, you learn how to change your login password. 

 

To change the password, click [Change Password] from the Tool Menu in Operation Menu. 

 

（１） Click [Change Password] from [Tool] Menu. 

 

 

（２） Change Password screen will appear. 
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（３） In [Old Password] field, enter the currently using password. 

 

 

（４） In [New Password] field, enter your new password. 

The password must consist of 8 ~ 32 half-width characters. You can use all alphabets, 

numerals and symbols. Password is case sensitive. Combination character password 

depends on the configuration of system management. You must use one of the following 

combinations when setting password. 

When pattern 1 is selected When pattern 2 is selected 

・ Alphabets and numerals 

・ Alphabets and symbols 

・ Numerals and symbols 

・ Alphabets, numerals and symbols 

・ Alphabets, numerals and symbols 
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（５） In [New Password (Confirm)] field, enter the new password again and click [OK]. 
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28. Perform Operating Environment Setting 

In this Chapter, you learn Operating Environment Setting applicable for User Functions Portal. 

 

Operation Environment can be set in the User Unit 

Available Operating Environment Functions are as follow: 

 Transfer Setting when Uploading and Downloading (hereafter Transfer Setting) 

 Setting Operations after Files Double Clicking (hereafter Double Clicking Setting) 

 Setting folder tree display 

 Two-Factor Authentication 

 

Transfer Setting provides setting of Transfer Size during Upload and Download Processes.  

For example, if the network transfer speed is small and it is not possible to Upload and Download, 

you can minimalize block size at the time of the transfer. The default block size for transfer process 

is 4.0 megabytes. 

 

In the Double-Clicking operation setting, you can set Download (Display) or open the file in 

Directly Edit at the time of file Double-Clicking. Download (Display) 

 

In the setting of the folder tree display, presence that displays the folder layered structure under 

the control of the Drawer and Sub-drawer in the drawer display selection area like the tree is set. 

Default is not displayed. 

 

In addition to user ID/password authentication, enabling two-factor authentication enhances 

security by requiring the entry of a verification code (one-time password) that appears on your 

smart device at login. The default setting of the two-factor authentication is disabled (OFF). 
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28.1. Perform Transfer and Double-Click and Folder-Tree Setting 

（１） Click “Tool” Menu on the “Operating Environment Setting” 

 

 

（２） Operating Environment Setting Box will be displayed.  

“Transfer Setting” allows user to set transfer block size during uploading and 

downloading and set uploading parallel processes in the range of 0,5 Megabyte to 4 

Megabyte. 

Usually it works with default value, but may be minimalized depending on Network 

Speed. 
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(3)  “Operation Setting” allows setting for Files Double Click operations and Folder tree 

display.   

If you press ON Checkbox “Open in Direct Edit when Files have been Double-Clicked”, 

File will be opened in Directly Edit. When you press OFF, it will be opened in Download 

“Display”. Default is Off. 

Direct Edit after Double-Clicking is available when User Access Right to Drawer or 

Sub-Drawer is set as “Updated Authorization” or “Cabinet Owner”. 

If “Authorization” is chosen, File will be opened in Download (Display).  

Moreover, For Directly Edited by Double Clicking Function Target Files, please see 

Chapter 13 of this guide “13 Direct Edit”.  

 

When check box of "Display folder tree” is turned on, and the Drawer and Sub-Drawer 

are selected, the folder tab is displayed in the drawer display selection area. When folder 

tab is clicked, the layered structure of subordinate's folder is displayed by  tree form. 

The folder tree is displayed by Drawer and unit of Sub-Drawer. 

 

Please click “OK” after completed setting.    
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(4)  “Setting Completed” Message Pop Up Dialog will be displayed. 
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28.2. Enable Two-Factor Authentication 

This chapter explains how to set up two-factor authentication and prepare 

authentication apps for smart devices. To use two-factor authentication with smart 

devices, install a two-factor authentication app on your smart devices and set up 

two-factor authentication on your computer. 

※ Make sure you have smart devices you want to use. 

※ This topic explains on the screens of iOS 14.8 and Android 10. Note that the display on 

your smart devices may differ from the following reference screenshots. 

※ The Microsoft Authenticator app is shown as an example of two-factor authentication 

apps. You can use other smartphone apps that support two-factor authentication. 

※ Use your smart devices to perform the operation indicated by                    . 

（１） Install a two-factor authentication app from app store. 

 

iOS Android OS 

Open App Store. Open Google Play Store. 

 

Tap [Search]. 

Enter "authenticator" in the search field. ）

Enter "authenticator" in the search field. 

On Smart Device 

On Smart Device 
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Tap [GET], and then perform verification for 

your Apple account. 

※The app is free. 

※When  is displayed, tap the icon. 

※  indicates that the app has already 

been installed on the smart device. 

 

Tap [Install], and then perform verification 

for your Google account. 

※The app is free. 

 

Tap [Open] after installation. 

 

Tap [Open] after installation. 
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Tap [I agree]. 

 

Tap [I agree]. 

 

Tap [Skip]. 

 

Tap [Skip]. 



Cloud File Server Operation Manual  [General User Edition] 

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021 

111 

 

Now setting up the two-factor 

authentication app is complete. 

 

Tap [Add account]. 

Back to home screen, and then tap the 

[Camera] app. 

 

Tap [Work or school account]. 
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Proceed the next step. ↓ 

 

Tap [Scan a QR code]. 

↓ 

 

Tap [Allow]. 

 Proceed the next step. ↓ 
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（２） Log in to the User Portal via the Desktop application or Browser application, and then 

click [Tool] - [Settings]. 

 

（３） Select [Enable Two-Factor Authentication] in the group box, and then click [Show QR 

Code]. 

 

（４） To view the QR code, enter your password used when logging in to Cloud File Server, and 

then click [OK]. 
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（５） QR code will be displayed. 

 

（６） Read the QR code using the smart device on which the two-factor authentication app has 

been installed. 

 

iOS Android OS 

 

Tap [Open with Authenticator] on the upper 

side of the screen that appears at the time 

when the QR code is recognized with the 

[Camera] app.  

 

Read the QR code displayed on the 

Operating Environment Setting Box screen 

with your smart device. 

 

（７） Your Cloud File Server user ID is added to the two-factor authentication app installed on 

the smart device. The authentication app will display a six-digit number as verification code. 

On Smart Device 
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The code changes every 30 seconds. 

 

iOS Android OS 

 

 

Tap the account corresponding to the 

target user ID. 

 

New account and a verification code has been 

added. 

 

A verification code is displayed. 

（８） On the Operating Environment Setting Box, click [OK] to save the setting.  

 

On Smart Device 
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（９） A message box appears. Click [OK]. 

 

 

Now setting up two-factor authentication is complete. 

  



Cloud File Server Operation Manual  [General User Edition] 

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021 

117 

28.3. Disable Two-Factor Authentication (Cancellation) 

This chapter explains how to disable (cancel) the two-factor authentication feature. 

（１） Log in to the User Portal via the Desktop application or Browser application, and then 

click [Tool] - [Settings]. 

 

（２） Clear [Enable Two-Factor Authentication] in the group box, and then click [OK]. 

 

（３） Click [OK] to save the setting. 

 

 

 

 

 

 

<Caution> 

➢ If two-factor authentication cannot be performed due to unavailability of the smart 
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devices, contact Cloud File Server administrators to disable two-factor authentication. 

➢ To enable two-factor authentication again after disabling, select [Enable Two-Factor 

Authentication], and then click [OK]. Re-reading the QR code with smart devices is not 

necessary. 
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29. Folder tree Operation 

This chapter explains the manner of operation of the folder tree. The folder tree is displayed by 

turning on the check box of "The folder tree is displayed" by the system requirements setting. The 

folder tree is displayed in the Drawer and the unit of Sub-Drawer. 

 

（１） When the check box of "folder tree is displayed" is turned on, Drawer-tab and Folder-tab  

are displayed in the Drawer display selection area. The list of the Drawer and 

Sub-Drawer is displayed in Drawer-tab. Please select Drawer or Sub-Drawer. 

  

 

（２） Folder-tab is displayed, please clicked folder-tab. 
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（３） Folder that the subordinate of Drawer concerned has is displayed. Drawer or  

Sub-Drawer that has been selected now is displayed in most significant. 

 

 

（４） "  " displayed on left side of the folder shows that the subordinate has the folder. When  

"  " is clicked, subordinate's layered structure is displayed. 
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（５） When the folder is clicked, the subordinate's file or the list of the folder is displayed in the  

file and the folder display selection area. 

 

 

Moreover, context menu can be displayed by mouse's right-clicking, and folder is made,  

folder is deleted, and name of folder change. 
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30. Browse Manual 

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

（１） Click [Help] in the Operation Menu. 

Click [User’s Guide] to browse “Cloud File Server User’s Guide”.  

Click [Operation Manual [General User Edition]] to browse “Cloud File Server Operation 

Manual [General User Edition]” (this Manual). 

Click [Operation Manual [Cabinet Owner Edition]] to browse “Cloud File Server 

Operation Manual [Cabinet Owner Edition]”. 

 

 

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

 

  

https://fsdoc.blob.core.windows.net/CFS_UsersGuide_en.pdf
https://fsdoc.blob.core.windows.net/CFS_CabinetOwnerManual_en.pdf
https://fsdoc.blob.core.windows.net/CFS_CabinetOwnerManual_en.pdf
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31. View Information on User Portal Version 

In this chapter, you learn how to view information on the version of the User Portal. 

（１） Click [Help] in the Operation Menu, and then click [About Version]. 

 

 

（２） Information on the current version will be displayed. 

 

 

  



Cloud File Server Operation Manual  [General User Edition] 

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021 

124 

32. Copy URL of Selected Folder or File 

In this chapter, you learn how to publish the URL of a folder or file. The published URL is copied to 

the clipboard (Copy URL). You can open the folder or the read-only file by clicking the published 

URL. 

URL publishing is available on Browser Edition, Desktop Edition, and Tablet Edition of Cloud File 

Server. When opening files with the URLs, use Browser Edition or Tablet Edition as described 

below. 

Usage Pattern Copy URL Open Folder/File from URL 

Basic service Web application 

(Browser Edition) 

Available Available 

Desktop application Available n/a 

Option service Tablet Edition Available Available 

Network Drive Edition n/a n/a 

 

<Caution!> 

➢ Opening a folder or a file from the copied URL requires a login to Cloud File Server with your 

user ID/password. 

➢ If you have no permission to access the folder or the file, or the folder or the file does not 

exist, you will see the message: "The specified file/folder is not found, or you have no access 

to it". 

 

If the error is displayed, contact the publisher of the URL and ensure that the access has 

been granted to the user opening the URL. Also check that the file/folder is stored in the 

specified location, which means that the file/folder has not been moved or deleted since the 

URL was published. 

➢ With Browser Edition, the specified files are opened as read-only. With Tablet Edition, those 

files are downloaded. 

➢ The URL for Web application is only for Internet Explorer. Microsoft Edge, Google Chrome, 

Mozilla Firefox, and Safari are not supported. When a warning message on ”cabinet.xbap” 



Cloud File Server Operation Manual  [General User Edition] 

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021 

125 

is displayed in your browser, stop downloading and access the URL with Internet Explorer. 

 

Sample warning message (Micorosoft Edge） 

 

 

 

（１） Copy the URL. 

Select a folder or file and click [Edit] in the Operation menu, and then click [Copy URL]. You 

can access [Copy URL] from the context menu by right-clicking on the folder or file. 

From the submenu, choose [For Browser Edition], [For Tablet Edition], or [For Both Editions]. 

 

 

 

（２） The URL is copied to the clipboard. 

Depending on the type of URL which you chosen, the text strings shown in the following table 

will be copied to the clipboard. You can paste the URL to other locations such as an email. 
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Usage 

Pattern 

Folder/File URL Example (Copied Text String) 

Note: A customer’s contract domain name comes into 

“***”. 

Browser 

Edition 

Folder https://***.fs.fj-cloud.net/cabinet/cabinet.xbap? 

{Random text string} 

File https://***.fs.fj-cloud.net/cabinet/cabinet.xbap? 

{Random text string}={File name} 

Tablet 

Edition 

Folder https://***.fs.fj-cloud.net/mobile/Main/SharedLink? 

{Random text string} 

File https://***.fs.fj-cloud.net/mobile/Main/SharedLink? 

{Random text string}={File name} 

Both 

Editions 

Folder <For Browser Edition> 

https://***.fs.fj-cloud.net/cabinet/cabinet.xbap? 

{Random text string} 

<For Tablet Edition> 

https://***.fs.fj-cloud.net/mobile/Main/SharedLink? 

{Random text strings} 

File <For Browser Edition> 

https://***.fs.fj-cloud.net/cabinet/cabinet.xbap? 

{Random text strings}={File name} 

<For Tablet Edition> 

https://***.fs.fj-cloud.net/mobile/Main/SharedLink? 

{Random text string}={File name} 

 

（３） Open the file or folder from the URL. 

・For Browser Edition 

When you click the URL while logged in Cloud File Server, the appropriate folder opens in 

a new window. In the case of a file, it opens as read-only. If you have not logged in, the 

Login screen will appear by clicking the URL, so enter your user ID/password to log in. 

・For Tablet Edition 

When you click the URL while logged in Cloud File Server, a new tab window opens in your 

browser and the appropriate folder opens. In the case of a file, the file is downloaded. If 

you have not logged in, the Login screen will appear by clicking the URL, so enter your 

user ID/password to log in. 
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Usage 

Pattern 

URL Action 

Browser 

Edition 

Folder (After Login) The appropriate folder opens. 

File (After Login) The appropriate file opens as read-only. 

Tablet 

Edition 

Folder (After Login) The appropriate folder opens. 

File (After Login) The appropriate file is downloaded. 

 

 

 

 

 

 

  



 

 

 

 


