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I 1. Getting Started

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

technology.

I 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”.

I 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.

[ Cloud File Server User’s Guide

7 - - ") This
Cloud File Server Operation Manual

L [Administrator Edition] (Japanese only) )

- ' . Separate volume
Cloud File Server Operation Manual

 [Cabinet Owner Edition]

N —> Reference relationship
Cloud File Server Operation Manual ) .
_ [General User Edition] »+* [This Guide]

/

[ 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 Network Drive Option Service Operation Manual
L [General User Edition] (Japanese only)

v

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

v

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

[ Cloud File Server
. FAQ (Japanese only)
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I4. 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) SelectAll

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.
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(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.

(2 0) Version management function

(2

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".

1) 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].

Cloud File Server Language : Japanese FuliTsu

Welcome to Cloud File Server

I About the desktop application {Recommended)

If you would like to use the desktop application for Windows, you need teo install it on your Windows PC at first.
Key features of the desktop application are as follows.

<> Support for Proxy Authentication.
The browser application does not support for Proxy Authentication.
<> Web Browser is not required.
Windows OS is only required.
<> Available on Windows10.
Incorrect page layout problem could be encountered due to display driver issue in some models
such as Surface if you use the browser application on windows10.

On how to install and get the desktop application started, refer to the user manual.
Click here to download the desktop application.

If you would like to use the browser application, please follow the instructions below.

Terms of Use

In order to use this application its URL has to be added to list of "Trusted Sites" of Internet Explorer.

[Settings changes required]

Select [Trusted Sites] zone from [Internet Options] settings [Security] tab.

Than click [Sites] button.

Enter URL of this application to [Add this web site to the zone] text field and click [Add] button.

I Additional notices for Internet Explorer users
When using Internet Explorer 11, you need to change security settings of Internet options in the browser.
[Settings changes required]

Select [Internet Options] settings [Advanced] tab.
Uncheck [De not save encrypted pages to the disk] check box in the [Security] section. Than press [OK] button.

Please confirm EAQ when the error screen is displayed, and the login screen is not displayed when the button below is clicked.

I Confirmation of connected right or wrong to Cloud File Server

Please do connected confirmation when you limit the connection destination by proxy and the firewall of the network environment used.

Network Connectivity Test
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(2) The Login Page of the User Portal will be displayed. Enter User ID and password and click
[Login].

Cloud File Server

User ID: | |

Password: I I

Lan.guage: Engll‘sh -
Iﬂ Login I

Copyright 2014 FUJITSU LIMITED FUﬁTSU

(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].

vil ornai e vev,©e

Start the authentication app on your smartphone, 15:507 20 @
and then enter the 6-digit authentication code that . '
is displayed. — o
P = Authenticator +
\J o/
User ID:
739 RT 7AW —IN—FB
Authentication Code: I I &
\
=
\ S

Enabling Two-Factor | Refer to "28.2 Enable Two-Factor Authentication" of “Cloud File
Authentication Server Operation Manual [General User Edition]”.

Refer to “Cloud File Server Operation Manual [Administrator
Disabling Two-Factor | Edition]” (Japanese only)" or "28.3 Disable Two-Factor
Authentication Authentication (Cancellation)" of “Cloud File Server Operation
Manual [General User Edition]”.

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

Cloud File Server Fujitsu Limited Tom Harison  Logout  FUJiTsu
Edit Manage Tool Help
Cabinet / Search 01 Pamphlet »r

04_Sales '] Name Update by Date of Update Size
) BOOK1.xlsx Tom Harison 9/30/2013 6:41 PM 15 KB
Drawer <. CFS_UsersGuid.pdf figsadmin 9/10/2013 11:57 AM 1,798 KB
» 01 Pamphlet ®' salesmanual.docx Tom Harison 10/9/2013 7:59 AM 14 KB
02 Marckting -'\’%]test.xlsx_ Tom Har?son 8/19/2013 2:50 PM 9 KB
#F USER-guide.chm Tom Harison 5/28/20132 7:48 PM 3,481 KB
03 Customer
04 Old Pamphlet

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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I 5.2. Logout

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

(1) Click [Logout].

Fujitsu Limited DemoUser FU]DITSI.I

Tool Help

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

Cloud File Server
r 4
User ID:
Password:
Language: English - l
Logimn
A o
Copyright 2014 FUJITSU LIMITED FUﬁTSU

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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I 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.

Cloud File Server @ Fujitsu Limited Tom Harison  Logout FUiTsU
Edit Manage @ Tool Help
Cabinet I / ®) I Search 01 Pamphlet @ e
[04_Sale5 @ '] Name Update by Date of Update Size
2] BOOK1.xlsx Tom Harnison 9/30/2013 6:41 PM 15KB
Drawer Y. CFS_UsersGuid.pdf figsadmin 9/10/2013 11:57 AM 1,795 KB
01 Pamphlet 5] salesmanual.docx Tom Harison 10/9/2013 7:59 AM 14 KB
02 Marckting 1] test.xlsx Tom Harison &8/19/2013 2:50 PM =] 14=3
# USER-guide.chm Tom Harison 5/28/2013 7:48 PM 3,481 KB
03 Customer
04 Old Pamphlet
< | n | 5
Space allotted to the cabinet:1.00GE  Used Space:0.01GB Usage Rate:0.6% Free space : 0.99GB
® Header
@ Operation Menu
® Cabinet List
@ Drawer
® Files and Folders
® Files and Folders Path
@  File name search box
Footer

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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I7. 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.

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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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.

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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I 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.

Cabinet
01_Management Dept M

01_Management Dept

02_Deveropment Project
03_0Outsourcing
04_KAIZEN Working Group
04 Sales

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

Cabinat
01_Management Dept *

Drawer
01_General Manager

02_Accounting
03_Planning
04_Purchasing
05_~Corporate Planning

06_Schedule

<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.

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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I 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).

I9.1. Selecting Drawer and Folder

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

Cabinet
01_Management Dept M

Drawer
01_General Manager

02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning

[06 Schedule |

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

Edit Manage Tool Help
Cabinet /
01_Management Dept = MName Update by  Date of Update Size Lock
01 Master Schedule
Drawer 02 Schedule Management

01_General Manager
02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning

06_5Schedule

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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(3) Select a folder subsidiary to the drawer.
Edit Manage Tool Help
Cabinet /
01 Management Dept = MName Update by  Date of Update Size Lock
I 01 Master Schedule I
Drawer 02 Schedule Management
01_General Manager
02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning
06_Scheduls
(4) A list of subsidiary files and folders will be displayed.
Edit Manage Tool Help
Cabinet /01 Master Schedule
01_Management Dept & Name Update by  Date of Update Size Lock
t .. (Back to parent folder)
Drawer work
01_General Manager ‘@) MasterSchedulel.xlsx DemolUser 7/6/2013 10:12 AM 9 KB
02_Accounting 4 MasterSchedule2.xlsx DemoUser  7/6/2013 10:12 AM 9 KB

03_Planning
04_Purchasing
05_Corporate Planning

06_Schedule

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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I 9.2. Returning to Parent Folder

(1) Click [ &~ (Becktoparentfolderl 1 1 v Files and Folders.

Edit Manage Tool Help
Cabinet /01 Master Schedule
01_Management Dept * Name Update by  Date of Update Size Lock
|t .. (Back to parent folder) ||
Drawer work
01_General Manager 4] MasterSchedulel.xlsx DemoUser 7/6/2013 10:12 AM o KB
02_Accounting 1 MasterSchedule2.xlsx DemoUser  7/6/2013 10:12 AM 9 KB
02_Planning
04_Purchasing
05_Corporate Planning
06_5Schedule

(2) You will return to the parent folder.

Edit Manage Tool Help
Cabinet !
01_Management Dept = Name Update by  Date of Update Size Lock
01 Master Schedule
Drawer 02 Schedule Management

01_General Manager
02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning
06_Schedule

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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I9.3. 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.

Cabinet
01_Management Dept ¥

Drawer
01_General Manager

02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning

m 06_Scheduls

(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 [ ¥ ].

Cabinet
01_Management Dept ¥

Drawer
01_General Manager

02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning
BDE_Schedule
01 Team A

02 Team B
03 Team C

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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(3) When you click a sub-drawer, a list of subsidiary files and folders will be displayed.
Edit Manage Tool Help
Cabinet !
01_Management Dept = MName Update by Date of Update Size Lock
01 Master Schedule
Drawer 02 Schedule Management
01_General Manager
02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning
w 06_Schedule
o1 Team A |
02 Team B
03 Team C
(4) Select a subsidiary folder.
Edit Manage Tool Help
Cabinet !
01_Management Dept & Name Update by  Date of Update Size Lock
| | 01 Master Schedule ||
Drawer 02 Schedule Management
01_General Manager
02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning
w 06_Schedule
01 Team A
02 Team B
03 Team C
(5) A list of subsidiary files and folders will be displayed.
Edit Manage Tool Help
Cabinet /01 Master Schedule
01_Management Dept & Name Update by Date of Update Size Lock
t .. (Back to parent folder)
Drawer work
01 General Manager 4 MasterSchedulel.xlsx DemolUser 7/6/2013 10:12 AM QKB
02_Accounting 4 MasterSchedule2.xlsx DemoUser  7/6/2013 10:12 AM 9 KB

02_Planning
04_Purchasing
05_Corporate Planning
¥ 06_Schedule
01 Team A
02 Team B
03 Team C

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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I 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.

I 10.1. Creating Folder Directly in Drawer

(1) Select a drawer.

Cabinet
01_Management Dept M

Drawer

01_General Manager

02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning

P 06_Schedule

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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(2) Click [New Folder] from [Edit] Menu.

Edit_| Manage

Mew Folder

R

]

=TT
Direct Edit
Upload

LOWnoad

Lock »

Recycle Bin

Select All

Unselect

Refresh

(3) Enter folder name.
You cannot use following half size symbols for the folder name.
¥/ *<>|

un

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

Cloud FileServer n

Enter folder name.

IDl Management Process ||

oK | | Cancel |

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021

22



Cloud File Server Operation Manual [General User Edition]

(4) A new folder will be created.

Edit Manage Tool Help
Cabinet /
01_Management Dept = Name Update by  Date of Update Size Lock
| 01 Management Process ||
Drawer

01_General Manager
02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning

} 06_Schedule

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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I 10.2. Creating Folder Directly in Sub-Drawer

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

Cabinet
01_Management Dept M

Drawer
01_General Manager

02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning

m 06_Schedule

(2) Select a sub-drawer.

Cabinet
01_Management Dept *

Drawer
01_General Manager

02_Accounting
03_Planning
04 _Purchasing
05_Corporate Planning
w 05_Scheduls
01 Team A

02 Team B

03 Team C

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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(3) Click [New Folder] from [Edit] Menu.

Edit J Manage

Upload

Fecycle Bin

Select All

Unselect

Refresh

(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.
¥/:0%¥27 <> |

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

Cloud FileServer n

Enter folder name.

01 Master Schedule

oK Cancel

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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(5) A new folder will be created.

Edit Manage Tool Help
Cabinet /
01_Management Dept i Name Update by Date of Update Size Lock
I 01 Master Schedule | |
Drawer

01_General Manager
02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning
¥ 06_Schedule
01 Team A
02 Team B

03 Team C
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I 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 O X
Upload from the Context Menu O X
Upload by Drag&Drop O O
Upload by Copy&Paste O O

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.

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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(1)

(2)

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

01_General Manager
02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning

p 06_Schedule

Tool Help

Update by  Date of Update Size Lock

Edit Manage
Cabinat /01 Parts
01_Management Dept - Name
€ .. (Back to parent folder)
Drawer

Click [Upload] from the Edit Menu.

Mew Folder

3

-
*.

%]

m

C
(]¢]

Lirect Edit

I Upload

A Ty
-\_ o

W

i

Yy A . X
LAWY g |

L

Download (Cpen)
Lock b

Recycle Bin

Select All

Unselect

Rafresh
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(3) A PC file browse screen will be displayed. Select files and folders to upload.
© Open ==
@U'| . v Computer b Local Disk (T3 » Purchasing - | &yl | Search Purchasing j el |
Organize « Mew folder ==« l@l
3 Documents - MHarne : Date modified Type
J'? Music -
_ | L Memory 7/8/2013 8:2180  File |
= Pictures
E Wideos
M Computer
&, Local Disk (G
. Perflogs |
. Program Files 1
. Prograrm Files (]
. Purchasing
. Users | 4
 WYindowes
5 DonHONDA-PC | i ;
File narme: Memory h
I Open Iv] ’ Cancel
(4) The Upload will start.
Cloud FileServer
Uploading...
Lk
Memary
Cancel
(5) After the Upload is completed, the Portal will be refreshed.
Edit Manage Tool Help
Cabinet /01 Parts
01_Management Dept - Name Update by  Date of Update Size Lock
£ .. (Back to parent folder)
Drawer Memory Demolser 7/6/2013 11:35 AM 102,401 KB

01_General Manager
02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning

P 06_Schedule
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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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I 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.

=

Cloud File Server @

“prl:lx'y".t}{t"

9 File or folder already exists.
Do you want to overwrite?

[ managing the version of the file before being overwitten.

I Yes I [ Yes To All l [ No l [ No To All

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021
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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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I 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 O X
Download and Open from the Context Menu O X
Download and Open by directly clicking the file O X
Download and Save from the Edit Menu O O
Download and Save from the Context Menu O O
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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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I 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.

Edit Manage Tool Help

Cabinet /

04_Sales > Name Update by Date of Update Size Lock
|2 Cloud FileServer Introduction.pptx  DemoUser  7/6/2013 11:50 AM s3KkB |

Drawer
01 Pamphlet

02 Marckting

03 Customer

(2) Click [Download (open)] from the Edit Menu.

Edit | Manage
Copy

Mew Folder
Rename
Direct Edit
Upload

Download (Save)

Download (Open) I

Lock 3

Recycle Bin

Select All

Unselect

Refresh
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(3) The content of selected file will be opened.

Fujitsu Limited
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I 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.

Edit Manage Tool Help

Cabinet !
04_Sales > | MName Update by Date of Update Size Lock
@ Cloud FileServer Introduction.pptx ~ DemoUser  7/6/2013 11:50 AM 53 KB |

Drawer
01 Pamphlet

02 Marckting
03 Customer

(2) The content of selected file will be opened.

Fujitsu Limited
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I 12.3. Performing Download and Save

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

Edit Manage Tool Help
Cabinet /01 Parts
01_Management Dept > Name Update by  Date of Update Size Lock
t .. (Back to parent folder)
Drawer Memory DemoUser 7!@/2013 11:35 AM 102,401 KB 1

01_General Manager
02_Accounting
03_Planning
04_Purchasing

05_Corporate Planning

} 06_Schedule

(2) Click [Download (save)] from [Edit] Menu.

Edit I Manage

Copy
Cut b

Paste

Delete

MNew Folder
Rename
Direct Edit

Upload

Download (Save)

Download (Open)
Lock »

Recycle Bin

Select All

Unselect

Refrash
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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.

7

Browse Faor Folder

=

(]

4 1M Computer
* = Floppy Disk Drive (82
4 £ Lacal Disk (C3)
. Perflogs
» . Prograrn Files
. Prograrn Files (x36)
> L Users

> W ind ries

m

[ Make Mew Faolder ] I oK

I [ Cancel

(4) The Download will start.

Cloud FileServer

Downlading.

0 %
Memary
I 27 %

Cancel
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I 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!>

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.

For Excel files, enabling the "Share Workbook" feature may prevent overwriting or updating the
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I 13.1. Performing Direct Edit

(1) Select a file to edit directly.

Edit Manage Tool Help
Cabinet !
04_Sales i Mame Update by Date of Update Size Lock
lP: Cloud FileServer Introduction.ppte __DemoUser __7/6/2013 11:50 AM 53 KB |
Drawer
01 Pamphlet
02 Marckting

03 Customer

(2) Click [Direct Edit] from the Edit Menu

Edit I Manage

Copy
Cut b

Paste

Delete

MNew Folder

Rename

Direct Edit

Upload
Download (Save)

Download {Open)

Lock 3

Recycle Bin

Select All

Unselect

Refrash
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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.
Edit Manage Tool Help
Cabinet /
04_Sales > Name Update by  Date of Update Size Lock
# Cloud FileServer Introduction.pptx ~ DemolUser  7/6/2013 11:50 AM 53 KBE
Drawer
01 Pamphlet
02 Marckting
o |_|
Cloud FileServer Introduction
Fujitsu Limited
R ———
(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.

s

Cloud File Server

=]

"prosoy. bxt”

9 File or folder already exists.
Do you want to overwrite?

[ managing the version of the file before being overwitten.

I] Yes Yes To All ] [ Mo l [ No To All
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(5) The file is updated, and the Lock mark will disappear.

Edit Manage Tool Help

Cabinet /
04_Sales = Name Update by  Date of Update Size Lock
& Cloud FileServer Introduction.pptx  DemoUser  7/6/2013 12:30 PM 53 KB D
Drawer
01 Pamphlet
02 Marckting

03 Customer
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I 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.

Edit Manage
Cabinet !
04 _Sales " Name Update by  Date of Update Size Lock
# Cloud FileServer Introduction.pptx ~ DemoUser  7/6/2013 12:30 PM 53 KBD
Drawer
01 Pamphlet
02 Marckting
03 Customer

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

Cloud FileServer - Lock Info

Lock Info

File Mame | Cloud FileServer Introductio---

Locked By | Demolser

Lock Type - Direct Edit

Lock Date | 2013/07/07 15:09

I Unlock I Close

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.
Edit

Manage

Cabinet /
04_Sales

Name
Drawer

Update by
] Cloud FileServer Introduction.pptx
01 Pamphlet

Date of Update Size Lock
DemolUser 7/6/2012 12:30 PM
02 Marckting

sake[]
03 Customer
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I 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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I 14.1. Copying to Other Folder

(1) Select a file to copy.

Edit Manage

Cabinet
04_Sales

Drawer
01 Pamphlet

02 Marckting

03 Customer

v

Name
0Old Pamphlet

Update by

Date of Update

Size

Lock

7] Cloud FileServer Introduction.pptx

Demolser

7/6/2013 12:30 PM

53 KB

(2)

Click [Copy] from [Edit] Menu.

Mgnaqe

Copy

Cut

Past

1]

Delete

New Folder
Rename

Direct Edit
Upload
Download (Save)

Download (Cpen)

Lock

Recycle Bin

Select All

Unselect

Refresh

(3)

Go to the destination folder.

Edit Manage

Cabinet
04_Sales

Drawer
01 Pamphlet

02 Marckting

03 Customer

v

Name

Update by

Date of Update

Size

Lock

| | Old Pamphlet

# Cloud FileServer Introduction.pptx

Demolser

7/6/2013 12:30 PM

53 KB
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(4) The copying and pasting will start as you click [Paste] from [Edit] Menu.
Edit ] Manage

Copy

Cut
Paste I

Delete

MNew Folder
Rename
Direct Edit
Upload

%3]
[~1}
=
m

Download |

Download (Open)

Lock 4

Recycle Bin

Select All

Unselect

Refresh
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I 14.2. Copying to Other Drawer

(1) Select a file to copy.

Edit Manage

Cabinet /
04_Sales b3 Name

Update by  Date of Update Size Lock

l-r: Cloud FileServer Introductlon.eptx DemoUser  7/6/2013 12:30 PM

53 KB I

Drawer
01 Pamphlet

02 Marckting
03 Customer

04 Old Pamphlet

(2) Click [Copy] from [Edit] Menu.

Manage

New Folder
Rename

Direct Edit
Upload
Download (Save)

Download (Open)

Lock 3

Recycle Bin

Select All

Unselect

Refresh

(3) Go to the destination drawer.

Edit Manage

Cabinet /
04_Sales * Name

Drawer
01 Pamphlet

02 Marckting

03 Customer

l 04 Old Pamehlet I

Update by  Date of Update Size Lock
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(4)

The copying and pasting will start as you click [Paste] from [Edit] Menu.

Edit ] Manage

Copy

Cut

Paste

Delete

MNew Folder
Rename
Direct Edit
Upload

Download (Save)

”'1

Download (Cpen)

Lock

Recycle Bin

Select All

Unselect

Refresh
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I 14.3. Copying to Other Cabinet

(1) Select a file to copy

Edit Manage

Cabinet !
04_Sales * MNarme Update by  Date of Update Size Lock
7 Cloud FileServer Introduction.pptx  Demolser  7/6/2013 12:30 PM <IN |

Drawer
01 Pamphlet

02 Marckting
03 Customer

04 Old Pamphlet

(2) Click [Copy] from [Edit] Menu.

Edit | Manage
Copy

New Folder
Rename

Direct Edit
Upload
Download (Save)

Download (Open)

Lock 3

Recycle Bin

Select All

Unselect

Refresh

(3) Move to the destination cabinet.

Edit Manage Tool Help
Cabinet /
04_Sales > Name Update by Date of Update Size Lock

01_Management Dept E Cloud FileServer Introduction.pptx ~ DemoUser  7/6/2013 12:30 PM 53 KB
02_Deveropment Project
03_0Outsourcing
04_KAIZEN Working Group
04 Sales
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(4)

The copying and pasting will start as you click [Paste] from [Edit] Menu.

Edit ] Manage

Copy
Cut

Paste

Delete

MNew Folder
Rename

Direct Edit
Upload
Download (Save)

Download (Cpen)

Lock

Recycle Bin

Select All

Unselect

Refresh

<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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I 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.

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021



Cloud File Server Operation Manual [General User Edition]

I 15.1. Moving to Other Folder

(1) Select a file you want to move

Edit Manage Tool Help
Cabinet /
04_Sales < Mame Update by  Date of Update Size Lock
Old pamphlet
Drawer l-r: Cloud FileServer Introductlon.Eptx DemoUser  7/6/2013 12:30 PM 53 KB |
01 Pamphlet
02 Marckting
03 Customer
04 Old Pamphlet

(2) Click [Cut] from [Edit] Menu.

Edit | Manage
w Copy

Mew Folder
Rename

Direct Edit
Upload
Download (Save)

Download (Open)
Lock J
Recycle Bin

Select All

Unselect

Refresh

(3) Go to the destination folder.

Edit Manage Tool Help
Cabinet /0Old pamphlet
04 Sales = Name Update by Date of Update Size Lock
t .. (Back to parent folder)
Drawer
01 Pamphlet
02 Marckting

03 Customer

04 COld Pamphlet
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(4)

The moving will start as you

click [Paste] from [Edit] Menu.

Edit ] Manage

Copy

Cut

Paste

Delete

MNew Folder
Rename
Direct Edit
Upload

Download (Save)

”'1

Download (Cpen)

Lock »

Recycle Bin

Select All

Unselect

Refresh
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15.2. Moving to Other Drawer

(1) Select a file you want to move.

Edit Manage Tool Help
Cabinet /

04_Sales - Name Update by  Date of Update Size Lock

Old pamphlet

Drawer If: Cloud Fileserver Introauctlon.ppt( DemolUser 7}6;2013 12:30 PM 53 KB 1
01 Pamphlet

02 Marckting

03 Customer

04 Old Pamphlet

(2) Click [Cut] from [Edit] Menu.

Edit J Manage
Copy
Cut |

Paste

Delete

New Folder
Rename

Direct Edit
Upload
Download (Save)

Download (Open)
Lock »
Recycle Bin

Select All

Unselect

Refresh

(3) Go to the destination drawer.

Edit Manage

Cabinet !

04_Sales & Name Update by  Date of Update Size Lock

Drawer
01 Pamphlet
02 Marckting
03 Custormer

I 04 Old Pamphlet I
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(4)

The moving will start as you click [Paste] from [Edit] Menu.

Edit ] Manage

Copy

Cut

Paste

Delete

MNew Folder
Rename
Direct Edit
Upload

Download (Save)

”'1

Download (Cpen)

Lock

Recycle Bin

Select All

Unselect

Refresh
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I 15.3. Moving to Other Cabinet

(1) Select a file you want to move.

Edit Manage Tool Help
Cabinet /
04_Sales < Mame Update by  Date of Update Size Lock
Old pamphlet
Drawer [ Cloud Fileserver Introguction.ppox . DemoUser . 7/6/2013 12:30 PM LI |
01 Pamphlet
02 Marckting
03 Customer
04 Old Pamphlet

(2) Click [Cut] from [Edit] Menu.

Edit | Manage

Mew Folder
Rename

Direct Edit
Upload
Download (Save)

Download (Open)
Lock J
Recycle Bin

Select All

Unselect

Refresh

(3) Go to the destination cabinet.

Edit Manage Tool Help
Cabinet /
04_Sales = Name Update by  Date of Update Size Lock
01_Management Dept Old pamphlet
02_Deveropment Project 2 Cloud FileServer Introduction.pptx ~ DemoUser  7/6/2013 12:30 PM 53 KB

02_0Outsourcing
04_KAIZEN Working Group
04_Sales

99_0Old Documets
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(4) The moving will start as you click [Paste] from [Edit] Menu.
Edit ] Manage

Copy

Cut

Paste

Delete

MNew Folder
Rename

Direct Edit
Upload
Download (Save)

Download (Open)

Lock 4

Recycle Bin

Select All

Unselect

Refresh

<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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I 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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J 16.1.

Renaming File

(1)

(2)

Select a file to rename.

Edit Manage

Cabinet
04_Sales

Drawer
01 Pamphlet

02 Marckting
03 Customer

04 Old Pamphlet

Tool Help

Mame Update by  Date of Update Size Lock
Old pamphlet
| & Cloud FileServer Introduction.pptx  DemoUser  7/6/2013 12:30 PM 53 KB 1

Click [Rename] from [Edit] Menu.

Edit I Manage

Copy
Cut

Paste

Delete

Mew Folder

I Rename

Direct Edit
Upload
Download (Save)

Download (Open)

Lock

Recycle Bin

Select All

Unselect

Refresh
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(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].

Cloud FileServer n
Enter file name.
Cloud FileServer (English} Introduction.pptx
oK | Cancel

(4) The file name will be changed.

Edit Manage Tool Help

Cabinet !

04_Sales ¥ Name Update by  Date of Update Size Lock

Old pamphlat

Drawer I.LJ Cloud FileServer (English) Introduct DemoUser 7/6/2013 12:30 PM 53 KB I
01 Pamphlet
02 Marckting
03 Customer
04 Old Pamphlet

<Caution!>

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

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

(1) Select a folder to rename.

Edit Manage Tool Help

Cabinet /
04_Sales = Names Update by Date of Update Size Lock
| Old pamphlet 1
Drawer # Cloud FileServer (English) Introduct DemoUser  7/6/2013 12:30 PM 52 KB
01 Pamphlet

02 Marckting
03 Customer

04 Old Pamphlet

(2) Click [Rename] from [Edit] Menu.

Edit I Manage

Copy
Cut b

Paste

Delete

Mew Folder
I Rename I
Direct Edit

Upload
Download (Save)

Download (Open)

Lock r

Recycle Bin

Select All

Unselect

Refresh
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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].

Cloud FileServer n

Enter folder name.

old pamphlet (English) |

0K Cancel

(4) The folder name will be changed.

Edit Manage Tool Help

Cabinet /
04_Sales ¥ Name Update by  Date of Update Size Lock
| Old pamphlet (English) ||
Drawer 7] Cloud FileServer (English) Introduct DemoUser 7/6/2013 12:30 PM 52 KB
01 Pamphlet

02 Marckting
03 Customer

04 Old Pamphlet
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I 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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(1)

Select a file to delete.

Edit Manage

Cabinet
04_Sales b4

Drawer
01 Pamphlet

02 Marckting
03 Customer

04 Old Pamphlet

Name
Old pamphlet

Update by

Date of Update

Tool

Size

Help

Lock

F’j Cloud FileServer Introduction.pptx

DemoUser

— —
7/6/2013 12:30 PM

—
53 KB

(2)

Click [Delete] from [Edit] Menu.

Edit Manage

Copy
Cut

Paste

Delete

Mew Folder
Rename

Direct Edit
Upload
Download (Save)

Download {Open)

Lock

Recycle Bin

Select All

Unselect

Refrash
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(3) The file will be deleted and moved to the Recycle Bin as you click [OK].

Cloud FileServer

j Do you want to delete selected files ffolders?

(Y LWAZ(N)
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I 17.2. Deleting Folders

(1) Select a folder to delete.

Edit Manage Tool Help

Cabinet /
04_Sales - Name Update by  Date of Update Size Lock
| Old pamphlet (English) 1

Drawer
01 Pamphlet

02 Marckting
03 Customer

04 Old Pamphlet

(2) Click [Delete] from [Edit] Menu.

Edit | Manage
Copy

New Folder
Rename

Direct Edit
Upload
Download (Save)

Download (Open)

Lock 3

Recycle Bin

Select All

Unselect

Refresh
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(3) The folder will be deleted and moved to the Recycle Bin as you click [OK].

Cloud FileServer

j Do you want to delete selected files ffolders?

[RA(Y) LWAZ(N)
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I 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 Anyone other

unction | User locked the
Function - than User locked | Cabinet Owner

the file

Upload (overwrite) O X O
Download (save) O O O
Download (display) O O O
Directly edit X X X
Copy O O @)
Move X x X
Change name X X X
Delete X X X
Search for file name O O O
Unlock the file O X O
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J18.1. Lock the file

(1) Select the file to lock.

Edit Manage

Cabinet /
[Dl_Management Dept '] Name Update by  Date of Update Size Lock
old
Drawer . :Cost Plane. xlsx iDemolser 8/1/2013 6:36 B 12 KB | |
01_General Manager ] Management Process.pptx DemoUser 8/1/2013 6:34 PM 1,158 KB

02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning

» 06_Scheduls

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

Copy /

Cut

. a Name
Paste old
Delete

#] Cost Plane.xlsx

£ Management Process.pp
New Folder

Rename

Direct Edit
Upload

Download (Save)

Download (Open)

Lock »

Recycle Bin

Select All

Unselect

Refresh

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

Edit Manage
Cabinet !
01 Management Dept '] Name Update by  Date of Update Size Lock
old
Drawer ) Cost Plane.xlsx Demollser  §/1/2013 6:36 PM 12 KED
01_General Manager £ Management Process.pptx DemoUser  8/1/2013 6:34 PM 1,158 KB

02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning

b 06_Schedule
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J 18.2. unlock the file

(1) Select the locked file.

Edit Manage
Cabinet !
01 Management Dept '] Name Update by  Date of Update Size Lock
old
Drawer |2 Cost Plane.xisx DemoUser  8/1/2013 6:36 PM 12kB 17 |
01_General Manager £ Management Process.pptx DemoUser  8/1/2013 6:34 PM 1,158 KB

02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning

} 06_Schedule

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

/
a Name
old
) Cost Plane.xlsx
Y Management Process.ppi

New Folder
Rename
Direct Edit
Upload

Download (Save)

Download (Open)

Lock >| Lock

I Unlock
ResydalBin Lock information
Select All
Unselect
Refresh

(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.

Edit Manage
Cabinet !
01 Management Dept '] Name Update by  Date of Update Size Lock
old
Drawer & Cost Plane.xlsx DemoUser 8/1/2013 6:36 PM 12 KB
01_General Manager £ Management Process.pptx DemoUser  8/1/2013 6:34 PM 1,158 KB

02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning

} 06_Schedule
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18.3. Display the lock information

(1) Select the locked file,

Edit Manage
Cabinet /
01 _Management Dept '] MName Update by  Date of Update Size Lock
old
Drawer [ Cost Plana.xlsx Demouser . B/172013 6:36 BM T2 KB 1]
01_General Manager ] Management Process.pptx DemolUser  8/1/2013 6:34 PM 1,158 KB

02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning

» 05_Schedule

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

Copy /
Cut

a Name
Paste old
Delete

#] Cost Plane.xlsx

£ Management Process.pp
New Folder

Rename

Direct Edit
Upload
Download (Save)

Download (Open)

Lock I Lock
Unlock
Recycle Bin Lock information
Select All
Unselect
Refresh
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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.

Cloud File Server - Lock Infa @

Lock Info

File Name | Cost Plane.xlsx

Locked By | Tom Harison

|
Lock Type | Manual lock
Lock Date | 2013/10/02 08:25

Unlock Close
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I 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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I 19.1. Display Layout and Structure

Display Layout and Structure is as follow:

eat
Saved date Name Update by Date of Update Size
7/28/2014 5:40 PM proxy.txt *H 7/23/2014 9:54 Ab

-~ 5]

@® Header
Displays on the top of the screen, displays CFS Repository

@ Operation Menu
Operation Menu is composed of following 1 Menu:
[EditingIMenu
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.
® Files Operation Menu
Displays already stored (revised) files. Enables to recover and download files.
@ Footer
Displays [Close Repository] Bottom.
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Operation type of revised files depends on Drawer, Sub-drawer User Access Rights . (Updated

Access or Referenced Access)

O:possible x:impossible

Operation Name Updated Reference Access
Authorization/Cabinet | Right
Owner
Recover O X
Download (to display) O O
Download (to save) O O
Remove O X
Remove for All O X

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

O : Possible to workx : Impossible to work —:No Authorization

Direct Editing Manual Lock Other User (except
Locking Users)

Operatio

Updated Reference | Updated Reference | Updated Reference
1 name Authorizatio | d Access Authorizatio | d Access Authorizatio | d Access

n Right n Right n Right
Restore X - O X X
Downloa O - O O O
d (to
display)
Downloa O - O O O
d (to
save)
Remove O - O X X
Remove O - O X X
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.

Cloud File Server

Edit Manage

Cabinet /

Demo ~ Name

Update by Date of Update Size Lock Version
Proxy.txt UserQl 7/28/2014 6:49 PM 1KB
Drawer
01 Demo Drawerl
02 Demo Drawer2

03 Demo Drawer3

(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.

= =

CRERETETy e, ST
Edit

Saved date Name Update by  Date of Update Size

7/28/2014 6:49 PM Proxy.txt UserD1 7/28/2014 6:49 PM 1 KB
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19.3. Close Version management

(1) Click [Close] Bottom in the Footer

Cloud File Server - Version Manags

Edit
Saved date Name Update by  Date of Update Size
7/28/2014 6:49 PM  Proxy.txt User01 7/28/2014 6:49 PM 1KB
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I 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.

BT e =

Restore Update by  Date of Update Size
User01 7/28/2014 6:49 PM 1 KB

=

Download (Save)

Download (Open)

Delete

Deletion of all

(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.

Govsrresover I =
| —

Is the version under the selection made up to date?

Q As for present up to date, it is managed in version
automatically.

The restored version is deleted.
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19.5. Download

(1) Select file you want to download.

‘ Cloud File Server - Versicn Manage

Edit

Saved date Ngme Update b Date of Update Size
7/28/2014 6:49 PM  Proxy.txt User01 7/28/2014 6:49 PM 1 Kl

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

. Cloud File Server - Version Manage

Restore Update by  Date of Update

User01 7/28/2014 6:49 PM
| Download (Save I

Download (Open)

Delete

Deletion of all
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19.6. Delete file

(1) Select File you want to delete.

Cloud File Server - Version Manags

Edit

= Lame o i
'/28/2014 6:49 PM Proxxtxt User01l 7]@2014 6:49 PM 1K

(2) Click [Delete] in the [Edit] Menu.

Cloud File Server - Version Manage
Restore Update by  Date of Update Size
User01 7/28/2014 6:49 PM

Download (Save)

Download (Open)

Delete

Deletion of all
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(3) Delete Confirmation Pop Up Dialog box wil be displayed. Click [Yes].

S =

@ Is the version under the selection deleted?
It is completely deleted. It is not preserved in the recycle bin.

awzm) |
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I 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)

(2)

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

[Recycle bin] from the Edit Menu.

Edit Manage

Select All

Unselect

Refresh

The files and folders inside the Recycle Bin of the drawer or sub-drawer will be displayed.

Edit

[Cabinet/Drawer/Sub-Drawer]

04_Sales/01 Pamphlet

Name

Old Pamphlet
Old Pamphlet

Original Location

£ Cloud FileServer (English) Introduct /

/
/

Date Deleted

2013/07/07 17:47
2013/07/07 15:27
2013/07/07 15:44

Close
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I 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.

Cloud FileServer ) Fujitsu Limited DemoUser  Logout  FUJiTsU
Edit Q)
[Cabinet/Drawer/Sub-Drawer] |04_Sales/01 Pamphlet @ I
Original Location Date Deleted
ntroduct / 2013707707 17:47
Old Pamphlet / 2013/07/07 15:27
Old Pamphlet / 2013/07/07 15:44

5

Header
Recycle Bin Menu
Recycle Bin Files and Folders

Recycle Bin Path

© ® 0 0 6

Footer
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I 21.1. Layout and Functions of Recycle Bin Screen

Areas of the Recycle Bin screen are described below.

@

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.

Recycle Bin Menu

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

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.

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].

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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I 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.

Edit
[Cabinet/Drawer/Sub-Drawer] 04_Sales/01 Pamphlet

Date Deleted

Original Location
2013/07/07 17:47

Name

# Cloud FileServer (English} Introduct/
Old Pamphlet / 2013/07/07 15:27
Old Pamphlet / 2013/07/07 15:44

I Close
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I 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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I 23.1. Restoring from Recycle Bin

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

Edit Manage Tool Help

Cabinet /
04_Sales * MName Update by  Date of Update Size Lock
Old pamphlet (English)
Drawer
02 Marckting

03 Customer

04 Old Pamphlet

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

Edit Manage

New Felder

Upload

Select All

Unselect

Refresh

(3) A list of the deleted files and folders will be displayed.

Edit

[Cabinet/Drawer/Sub-Drawer] 04 Sales/01 Pamphlet

Name Original Location Date Deleted
# Cloud FileServer (English) Introduct/ 2013/07/07 18:05
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(4)

(5)

(6)

Select the files or folders to restore. To restore all files and folders from the Recycle Bin,

click [Select All] from the Edit Menu.

Edit

[Cabinet/Drawer/Sub-Drawer] 04_Sales/01 Pamphlet

MName Original Location Date Deleted
| Cloud FileServer (English) Introduct/ 2013/07/07 18:05]

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.

Edit |
Restore
Delete

] 04_Sales/01 Pamphlet

Original Location Date Deleted
ntroduct / 2013/07/07 18:05

Empty Recycle Bin

Select All
Unselect

Refresh

After the restoration, click [Close ]button in the Footer to close the Recycle Bin screen.

Edit

[Cabinet/Drawer/Sub-Drawer] 04_Sales/01 Pamphlet

Name Original Location Date Deleted

I Close I
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(7)

Go to the destination and verify if the deleted files and folders are restored.
Edit Manage

Cabinet !
04_Sales

Tool Help
Mame Update by  Date of Update Size
Old pamphlet (English)
Drawer
01 Pamphlet

Lock
l-'- Cloud FileServer (English)_Introduct Demolser

02 Marckting

7/6/2013 12:3_0 PM 53 KB | |
03 Customer

04 Old Pamphlet
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I 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.
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I 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).
Edit
[Cabinet/Drawer/Sub-Drawer] 04_Sales/01 Pamphlet
Name Original Location Date Deleted
i Cloud FileServer (English) Introduct / 2013/07/07 18:26
Old pamphlet EEngHsh] / 2013/07/07 18:26
(2) Click [Empty Recycle Bin] from the Edit Menu of Recycle Bin.
Edit |
(=i r] 04_Sales/01 Pamphlet
Delete
I] Empty Recycle Bin Original Location Date Deleted
ntroduct / 2013/07/07 18:26
Select All
/ 2013/07/07 18:26
Unselect
Refresh
(3) Delete confirmation pop-up box will be displayed. When you click [Yes], all the files and

folders will be deleted from Recycle Bin.

Cloud File Server J

| Delete cornpletely?

Yes Mo
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I 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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I 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.

Edit Manage Tool Help
Cabinet / | search 06=Schedule
01_Management Dept '] Name Update by  Date of Update Size
Drawer

01_General Manager
02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning
‘l 06_Schedule I
01 Team A

02 Team B

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

here and click [Enter] key.

Edit Manage Tool Help
Cabinet / | schedule
[Dl_Management Dept '] Name Update by Date of Update Size
Drawer

01_General Manager
02_Accounting
03_Planning
04_Purchasing
05_Corporate Planning
w 06_5chedule
01 Team A

02 Team B
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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].

Cloud File Sem ﬁ

Is a sub drawer retrieved?

[FLY) I LILE(N)

(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.

w
Cloud File Server - Result of file search EM'
-
Edit
—_—
Name Drawer Update by  Date of Update Size LocH
%—]Mﬁ;?g:fglle;:rl\s;gementf 01 Team A DemoUser 7/6/2013 10:12 AM g KB
\z_IJ_. Maﬁ;ﬁg:?f;fa:fﬂzemenu 01 Team A DemoUser 7/6/2013 10:12 AM g KB
P m | »
| - 7]
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I 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.

— 5
 Cloud File Server - Result of file sea [EESEENS

Edit
| Name Drawer Update by Date of Update Size Lock

“MasterSchedulel.xlsx

7| Location:/01 Management/ 01 Team A DemoUser  7/6/2013 10:12 AM 9 KB
g‘j’MasterScheduleZ.xlsx .
| Location:/01 Management/ 01 Team A DemolUser 7/6/2013 10:12 AM S KB

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

Menu].

Download (Save)

Download (Open)

Open file location

Refrash
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I 25.3. Move to the location where the file is stored.

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

Cloud File Server - Result of fil= sea e~
. i,
CEqie ]

Download (Save) Drawer Update by  Date of Update
Download (Open)

01 Team A DemoUser  7/6/2013 10:12 AM

Open file location

01 Team A DemoUser F/6/2013 10:12 AM

Refresh

(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 Al.

Edit Manage Tool Help
Cabinet 01 Management Search 01 Management 0
[OlfManagement Dept '] Name Update by  Date of Update Size

€ .. (Back to parent folder)
Drawer #] MasterSchedulel.xlsx Demolser 7/6/2013 10:12 AM 9 KB/

01_General Manager #) MasterSchedule2.xlsx Demolser 7/6/2013 10:12 AM 9 KB

02_Accounting

03_Planning

04_Purchasing

05_Corporate Planning
w 06_Schedule

02 Team B
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I 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.

X 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.

Cloud File Server

Edit Manage

Copy /
Cut
Paste

= Name
Folder

B Book1 .xlsx
New Folder & cfs txt

Delete

Rename

Direct Edit
Upload

Download (Save)
Download (Open)

Show Path
Copy URL 4

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.

Cloud File Server H

[HEETwE R/ workDrawer/Book1 .xlsx

Close
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I 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.

Edit Manage

Cabinet /
04_Sales 2

Drawer
01 Pamphlet

02 Marckting

03 Customer

04 Old Pamphlet

Tool | Hel
—— ﬁ:‘
I| Change Password

Update by Date of Update Size Lock

(2) Change Password screen will appear.

Old Password

Mew Password

Mew Password (Confirm)

OK

Cancel
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(3)

(4)

In [Old Password] field, enter the currently using password.

Old Password ...........H

MNew Password

New Password (Confirm)

OK Cancel

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, numerals and symbols
Alphabets and symbols

Numerals and symbols

Alphabets, numerals and symbols

Old Password ( E X R R N NN N N N

MNew Password LA A A A N N NN NN

Mew Password (Confirm)

oK Cancel
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(5)

In [New Password (Confirm)] field, enter the new password again and click [OK].

Old Password

Mew Password

Mew Password (Confirm})

OK

Cancel
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I 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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I 28.1. Perform Transfer and Double-Click and Folder-Tree Setting

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

Io Hel
Change Password

Settings

(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.

Transfer Settings

Block size when uploading 4.0MB ~
Block size when downloading |[4.0MB -

Operation Settings

[l when the file is double clicked, it opens direct edit.
It becomes [Download (Opan)] as follows about effective.
*When there is no update authority of the drawer with the object file
*When the object file is locked
*When the type of the cbject file is an edit support directly off the subject

[[] Display folder tree.

0K | [ Cancel
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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.

Transfer Settings

Block size when uploading 4.0MB ~
Block size when downloading |4.0MB v|

Operation Settings

[C] when the file is double clicked, it opens direct edit.
It becomes [Download (Open)] as follows about effective.
*When there is no update authority of the drawer with the object file
*When the object file is locked
*When the type of the cbject file is an edit support directly off the subject

[[] Display folder tree.

I OK I [ Cancel
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(4) “Setting Completed” Message Pop Up Dialog will be displayed.

$

@ The operating environment was set.

QK
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I 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-

(1)

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 .

Install a two-factor authentication app from app store.

On Smart Device

i0S

Android OS

.Z\' Open App Store.

> Open Google Play Store.

15:03 7 awil4c @ )

Tap [Search].

Enter "authenticator" in the search field.

158 @SS A -

& [0 v d J52%

é

authenticator

X

authenticator

authenticator microsoft

authenticator google

authenticator app

authenticator backup

di=1\

Enter "authenticator" in the search field.
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15:03 1 il 4G @ 2N e®e - o o

V' dEd51%

&« authenticator
Q, authenticator Q| FrotiL

"a ) Microsoft Authenticat...

v AF
1 . 8. 8. 8.8,

More security, for

Sign in with your

Connect to all
all your accounts phone of Microsoft
& ® 0
o . ]
@ . ' "
G: -
0 ()
= / “.
) : 4 & Q
T ’®

Tap [GET], and then perform verification for

Tap [Install], and then perform verification
your Apple account.

for your Google account.
XThe app is free. X The app is free.
When © is displayed, tap the icon.

% ®¢ indicates that the app has already

been installed on the smart device.

15:037

1624 ® S S A - M e 49 4 @ 42%
alldc @
O\
Q_ authenticator Q Frrt
- —— Microsoft
icrosoft Authenticat... 5
Authenticator
B<
% % ¥ o

More security, for Sign in with your

Connect to all
all your accounts phone of Microsoft
o .0
® ik
G: é
(%)

Tap [Open] after installation.

Tap [Open] after installation.
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»

@
3\

BEMO T 71010 —FAMTT

Tap [I agree].

Microsoft 3HBRD TS 1/ —DIRHE
[CBHTLET

FIUOEFIAVTEBEOREEMNT S

LEHICABLERBRSIRMEINET. CNIC

3, BEROBNCREBEORVT—FRIE
NnELA.

Authenticator 2RETAI=H. A 73208

AEKRTF—9LNEEINET, #7308

BRF—90RAER. LWOTELE7 TVEEN
SRIETIENTAET,

75415 -KNY ¢ @

Tap [I agree].

™
E

EEMOFUSI F 7 ICRLE SR
LEY

Q>

ol

m Microsoft 73032 b T o 2

Eg QR O—HKEXF e LET
Microsodt. Google. Facebook & $ 4R 3
'y ) ]
Tap [Skip].

"‘BEROTIINESICRETREL
F7

SERREEEALTZHO b EEETY
D"

&

BRI ERTHY > BN

QROA-FEAFX v LET

QR I-KRB, B@|BOOTH2 M TANKAT—(HR
£, Microsofl, Google. Facebook) ENi2NiICS>TR
ASNEy"

Tap [Skip].
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= Authenticator + Authenticator :

HHTOFZ Ho> =xEBIML
XTI H\?
+ BIOTHOY NEEINLEL &>
BBICOWVWTIR. XZa-O AL 123
CEBRUTLIESL,
FhOY ~%EEMN

BRI/ IT o THBIETH?
BiC/INy 27w IhB D ETH? BR7Z A MCHA A2 LTIREEW
EE7ZADY MCYAr A2 LTS,

. B DR
B BAA o
=
] P
Authenticator ‘A7=1}
A Pe ©
Authenticator JKAT=R A Tap [Add aCCOUnt]

Now setting up the two-factor

authentication app is complete.

Back to home screen, and then tap the i
= Tho> hDENM

[Camera] app.
EQEDIBTHIY FEBNLTNETH?

=- BABTHY> b @

ﬁ. MBS BSRTHO Y b @

fthad 7 H2 > b (Google, Facebook 7 @
)

Tap [Work or school account].

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021

111



Cloud File Server Operation Manual [General User Edition]

Proceed the next step. | 2 .
& PhTzEDEM

EDESBTND Y NGENLTOETH?

BARTHY > b )

RS ERIFERT NIV b

[N

R fthad 75> b (Google. Facebook 7
&)

EICIEER T A DB

B8 Ra-—KERFvILET

[’ w11

CANCEL

Tap [Scan a QR code].

¢ & FTAYY DM

Your account provider will display a QR code.

Tap [Allow].

Proceed the next step. |

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021

112



Cloud File Server Operation Manual [General User Edition]

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

(2)
click [Tool] - [Settings].
(2 Cloud File Server - Main - Internet Explorer - O *
Cloud File Server | ggout FUWTSIJ
Edit Manage | Tool | Help
aRgesh ord
Cabinet : 1
Settings
00 CFS = MName Update by  Date of Upda
(3) Select [Enable Two-Factor Authentication] in the group box, and then click [Show QR
Code].
@c — O
Cloud File Server Logout  FUJfTsU
*When the object file is locked
*When the type of the object file is an edit support directly off the subject
Display folder tree.
Two-Factor Authentication
| Enable Two-Factor Authentication I
# 10 enable two-tactor authentication for the first time, first register the
QR code with the smartphone app, and then click "OK" on this screen.
If you click "Cancel", settings will not take effect.
| OK | | Cancel |
(4) To view the QR code, enter your password used when logging in to Cloud File Server, and

then click [OK].

To use this feature, enter your login password for
guthentication.

Password: | ®®e®eeeessee

QoK | | Cancel

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021

113




Cloud File Server Operation Manual [General User Edition]

(5) QR code will be displayed.

(6)

& Cloud File Server - Settings - Internet Explorer — O *
Cloud File Server Logout  FUJfTsU

Two-Factor Authentication

Enable Two-Factor Authentication
#To enable two-factor authentication for the first time, first register the
QR code with the smartphone app, and then click "OK" on this screen.
If you click "Cancel", settings will not take effect.

]
T
t
o
:.l
:
L

k.

| e AN B by L

[ ok | [ cancel |

~

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

been installed.

On Smart Device

i0S Android OS

&  Thorvhogm

Your account provider will display 8 GR code,

BOPALOBBINEIERS YK - IR 0BS
- -ERFTS

2

IMETD

HAHTEMEI RS AVRPTVICQRI- FERIRE(C,
ABEOIOKIRIZEIYIL TR,

[ VLIRS RINWIVIIRS, WENRRENEE A

il
Tap [Open with Authenticator] on the upper Read the QR code displayed on the

side of the screen that appears at the time Operating Environment Setting Box screen

when the QR code is recognized with the with your smart device.

[Camera] app.

(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.
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The code changes every 30 seconds.

On Smart Device

i0S

Android OS

Authenticator

A=K7 WEBINTOREE BT D0 b OERE
CHUTHEBCBO>TVWERA A— 7 1L T—
ST BIBFLLRFERTHO Y MBI TV
WMEDFNARATT7 7ERATEE T,

G

Ilg 759 R7 7L INHY—N—RIEI—K S

I E{] FUJITSU

Tap the account corresponding to the

T

>

target user ID.

15:697

awilacm

Authenticato

\/

@ 559 R7 7 AIY—IN—3

New account and a verification code has been

added.

é

R OB OR I 71—/t~

DYIA L ISRT— RHER
COFTUTERINED S L ISRT—K I—R
EEALT. Y11 e RBTHCENTEET

22944 LINRI2—K J—K

A verification code is displayed.

(8)

On the Operating Environment Setting Box,

4

click [OK] to save the setting.
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(9) A message box appears. Click [OK].

o The operating environment was set. f

oK

Now setting up two-factor authentication is complete.
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I 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 Cloud File Server - Main - Internet Explorer - O *
Cloud File Server | ogout FUWTSIJ
Edit Manage | Tool | Help
———— )
Cabinet -
Settings
00 CFS = MName Update by  Date of Upda\%m?‘m
(2) Clear [Enable Two-Factor Authentication] in the group box, and then click [OK].
Cloud File Server Cloud File Server
Two-Factor Authentication Two-Factor Authentication
Enable Two-Factor Authentication——>| [] Enable Two-Factor Authentication
#To enable two-factor authentica #To enable two-factor authentication for the first
QR code with the smartphone QR code with the smartphone app, and then click
If you click "Cancel”, settings If you click "Cancel", settings will not take effect.
| Show QR Code Show QR Code
| OK | | Cancel
(3)

Click [OK] to save the setting.

o The operating environment was set.

oK

<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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I 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)

(2)

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.

Cloud File Server

Edit Manage

Cabinet

Drawer

01 Demo Drawerl

02 Demo Drawer2

P 03 Demo Drawer3

Folder-tab is displayed, please clicked folder-tab.

Cloud File Server

Edit Manage

Cabinet

Demo

Drawer | Folder

01 Demo Drawerl
02 Demo Drawer2

P 03 Demo Drawer3

All Rights Reserved, Copyright FUJITSU LIMITED 2013 - 2021

119



Cloud File Server Operation Manual [General User Edition]

(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.

Cloud File Server

Edit Manage

Cabinet
Demao b

Drawer  Folder

* 01 Demo Drawerl

K Demold

Demoll
Demol?
Demol3

Demold

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

"» "is clicked, subordinate's layered structure is displayed.

Cloud File Server

Edit Manage

Cabinet
Demao -

Drawer  Folder

¥ 01 Demo Drawerl

B Demol0d

Demol0l

Demol02
Demoll
Demol2
Demol3
Demol4
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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.

Cloud File Server FIQS integd1 Honda  Logout  FUfiTSU.

Edit  Manage

Tool  Help
Cabinet /Demo10/bemoto1 Search Dema101 2
Derma B Name Update by Date of Update Size Lock Version
.. (Back to parent folder)
Drawer  Folder #} Operation Manual.docx Handa 7/29/2014 10:03 AM 2,504 KB

01 Demo Drawerl
Demo102
Demoil
Dema12
Demo13

Demol4

Spece gliotted to the cabinet:1.00GB Used Space:0.00GB Usoge Rate:0.3% Free space : 1.00GB

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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I 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]”.

Edit Manage Tool | Help
7 / User's Guide
Cabinet Operation Manual [General User Manual]
04_Sales = MName i . .
Operation Manual[Cabinet Owner Edition]
Drawer Version

(2) The Operation Manual will be displayed in PDF format file.
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I 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].
Edit Manage Tool | Help
i / User's Guide
Cabinet Operation Manual [General User Manual]
04_Sales v Name L K . .
Operation Manual [Cabinet Owner Edition]
Drawer Version
(2)

Information on the current version will be displayed.

Version Information

=

Cloud File Server
Version V2.0L01 ({ 2.0.0.13 )
Copyright 2012-2013 FUJITSU LIMITED
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I 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 Available Available

(Browser Edition)

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".

Cloud File Server x|

! . 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”
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Sample warning message (Micorosoft Edge)

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

= New tab x |+

fs.fj-cloud.net/cabinet/cabinet.xbap...

O © https://iE i

For quick access, place your favorites here on the favorites bar. Manage favorites now

Search the web

cabinet.xbap was blocked because Keep Delere

Show all X

° this type of file can harm your device.

(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]

Cloud File Server = -
Edit Manage Copy
Cabinet Cut @
TIRE= Paste by  Date of Update Size
Delete
Drawer New Folder bikd et i
Rename
= =il Direct Edit
i Upload
N ; Download (Save)
Download (Open)
» |
= Show Path
B = [ Copy URL v[ ]| For Browser Edition
’ e ook ) For Tablet Edition
For Both Editions
Recycle Bin
Select All

(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 Folder/File URL Example (Copied Text String)
Pattern Note: A customer’s contract domain name comes into
Wegeesl
Browser Folder https://***.fs.fj-cloud.net/cabinet/cabinet.xbap?
Edition {Random text string}
File https://***.fs.fj-cloud.net/cabinet/cabinet.xbap?

{Random text string}={File name}

Tablet Folder https://***.fs.fj-cloud.net/mobile/Main/SharedLink?
Edition {Random text string}
File https://***.fs.fj-cloud.net/mobile/Main/SharedLink?

{Random text string}={File name}

Both Folder <For Browser Edition>

Editions 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 URL Action
Pattern
Browser Folder (After Login) The appropriate folder opens.
Edition File (After Login) The appropriate file opens as read-only.
Tablet Folder (After Login) The appropriate folder opens.
Edition File (After Login) The appropriate file is downloaded.
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