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Which device are you using?

’

FileCloud for iPhone

Get the FileCloud iPhone
Application from the Apple
iPhone App Store.

FileCloud for iPad

Get the FileCloud iPad
Application from the Apple
App Store

iPhone and iPad User Guide
iOS Release Notes

FileCloud Online Version 23.261 FileCloud Mobile Access

|ﬁ|
FileCloud for Android

Get the FileCloud Android
Application from the Android
Market Place.

Android User Guide
Android Release Notes

You can access FileCloud in your mobile device through an app downloaded from one of the stores
indicated above or by entering the FileCloud Web browser address into your mobile browser.
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iPhone and iPad

As FileCloud Server users, you can install the FileCloud iOS app on any iOS device, including:

e jPad
e jPhone
e iPod Touch

Before you can access your files with your FileCloud account, you must install the app and configure your
device.

¢ Install the FileCloud iOS app
¢ Add your FileCloud account
i0S Getting Started Guide ¢ Navigate in FileCloud on iOS

After you install the app and add your FileCloud account, you can access, edit, share, and secure your files.

iOS Users Guide

iOS Getting Started Guide

Beginning with version 23.241, FileCloud no longer supports iOS 13 and iOS 14.

Before you can access your files with your FileCloud account, you must install the app and configure
your device.
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Setting Up Your Device

1. Install the FileCloud iOS app

i Before installing the app on your phone, you must have a FileCloud account. Contact your
administrator if you do not have one yet.

To install the FileCloud iOS app:

1. Onyour device, navigate to Apple's App Store.
2. Download the FileCloud iOS app.

FileCloud
Enterprise File Sharing GET
% % % ok

3. When the app is completely downloaded, tap Open.
2. Add your FileCloud account
When you add an account, you must authenticate it using one of the following methods:

e Password

¢ Device Code Authentication

¢ Single Sign-On (SS0O)

¢ MFA (multi-factor authentication)

The method you choose depends on how your FileCloud administrator configures authentication. If
you aren't sure, contact your administrator.

To add your FileCloud account and authenticate it:

1. Tap theicon for the FileCloud app to open it.
The Welcome screen opens.

2. Enter your FileCloud address, and tap Next.
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Service @ 12:13 PM ()
Welcome
Please enter your server address : /
https:/) l

3. Log in one of the following ways:

¢ Enter your account name and password and tap Login. You are logged in to your FileCloud
account.

¢ Tap Login with SSO.
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e Enter your account name and tap Device Code Authentication.
Service & 10:39 AM ()

< &

ﬁ FILECLOUD

https://

Account

jennifer

Password

@

g

other login options

‘ Login with SSO ’

l Device Code Authentication

¢ Follow prompts to set up MFA or to log in with MFA.

Login with SSO

You are able to log in with SSO if your FileCloud system supports SSO.

1. Tap Login with SSO.
Your SSO sign in screen opens, for example:
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Service & 2:03 PM -

Cancel SSOViewController Retry

Connecting to &

Sign In
Username //‘
7
y 4
Password P
7
yd
y 4
[ ] Remember me P
o

a. Enter your SSO username and password and sign in.

You are automatically logged in to FileCloud.
Note: If you cannot authenticate using SSO, check with your administrator.

Device Code Authentication

a. After entering your account name into Account, tap Device Code Authentication.

An Authorization Code dialog box opens:
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10:52 AM

» .-

Authorization Code

Device sent for approval by you.
Approve the device to get your Device
Authorization Code.

Cancel Enter Code

123 ) space return

b. Log in to the FileCloud user portal, and go to Settings > Devices.

c. Inthe row for your iPhone, click the check.

General Devices Notifications
—
Device Name Device Details Last Login Device Status  Actions

i N May 190 2022
@& Jennifer'siPhone 5:i0S Needs Approval
0s:i0s 9:45AM eeds Approva

A device authorization code pops up.
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Device Approved for Use (%}

Device Authorization Code:
JH9 4 NK

Please enter the above authorization code in your device to login.

Close

d. Enter the code into the Code field on your iPhone, and tap Enter Code.
10:58 AM

» L

Authorization Code

Device sent for approval by you.
Approve the device to get your Device
Authorization Code.

JH94ANK|

'

Cancel Enter Code

| °

QWERTYU I OP

A S DF GH J KL
4 Z X CVBNM &
123 g space return

You are logged in to your FileCloud account.
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Once the account is authenticated, you are logged in to FileCloud and shown the FileCloud user
dashboard.

Service 2118 PM L
= «—— f@riLecloud Q
A AllFiles

My Files ® Team Folders

Shared with Me

© Recent Documents Show All

certificate of deposit 2021 - Copy....

73 KB Nov 20, 2020 9:25 AM *

% IMG_20220403.131532629,jpg

5.86 MB Apr 03, 2022 8:15 AM

Sample Excel File.xIsx
13 KB Apr 04, 2022 2:42 PM

W

No starred documents

¥ Starred

MFA

If you have not yet set up MFA, you are prompted to set it up in the web browser.

If you have set up MFA in the web browser, you are prompted to login in with the MFA method or
default MFA method you have chosen.
See 23.261b Log in Using Multi-Factor Authentication for help setting up and logging in with MFA.

3. Navigate in FileCloud on iOS
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FileCloud's iOS interface has a navigation pane that you can access by tapping the Menu icon in the
upper-left corner of the screen:

Service 2:18 PM ()
= «—— g riecLoud Q
A" AllFiles

My Files ® Team Folders

Shared with Me

© Recent Documents Show All
= certificate of deposit 2021 - Copy.... .
73 KB Nov 20, 2020 9:25 AM °

IMG_20220403_131532629.jpg

5.86 MB Apr 03, 2022 8:15 AM

Sample Excel File.xIsx
13 KB Apr 04, 2022 2:42 PM

W

No starred documents

W Starred

Tapping the icon opens a panel of navigation links:
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all Verizon &

a Jennifer

Dashboard

Recent

Starred

Shared by Me

Actions

File Operations

Settings

Offline Files

€«

Logout

1:29PM o mm)

Team Folders

Show All

1.xls

ot

ents

FileCloud Online Version 23.261 FileCloud Mobile Access

. Dashboard - Opens the iOS dashboard. For definitions of

the folders that appear on the dashboard, see My Files,
Team Folders, Network Shares, and Shared with Me.

. Recent - Opens the Recent screen, which lists the files you

have accessed most recently.

. Starred - Opens the Starred screen, which lists the files and

folders you have starred as favorites. See Star a File or
Folder iniOS.

. Shared by Me - Opens the Shared by Me screen, which list

the files and folders you have shared with other users or
groups.

. Actions - Opens the Actions page, which lists any file

approvals sent to you. The Inbox lists outstanding
approvals, and the Sent box lists files that you have already
approved or rejected. For more information, see File
Approval in iOS.

. File Operations - Opens the File Operations window, which

includes tabs for Transfers, Operations, and Syncs. The
Transfers tab lists recent file and folder downloads and
uploads. The Operations tab lists copy and move
operations. The Syncs tab lists recent Sync operations.
See View File Operations in iOS.

. Settings - Opens a page of FileCloud iOS settings as well

as helpful information and links. See iOS Settings for
FileCloud.

. Offline files - Displays the folders and files that are stored

on your phone that you can view when not connected to a
FileCloud server. The data will be split into sub-folders
based on the server they are stored in, so that you can log
in to multiple servers and the data is still clearly separated.

Here you can also find the logs folder that stores the iOS
app log files.

In the navigation panel, a Sync now button appears below
the Offline files link. Tap the Sync now button to
synchronize your offline and online folders. See iOS File
Sync.
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iOS Users Guide

A Beginning with version 23.241, FileCloud no longer supports iOS 13 and iOS 14.

After you install the app and add your FileCloud account, you can access, edit, share, and secure your
files.

iOS Settings for FileCloud
To access settings for your FileCloud iOS app, either:

e Tap the gear icon in the login screen
Service & 3:16 PM (- )

< G

ﬁ FILECLOUD

https:/,

Account

Password

other login options

‘ Login with SSO ’

[ Device Code Authentication ]

or:
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¢ Log in to the app, and tap the menu icon in the upper left corner, then choose Settings.

ul Verizon & 1:44PM

= <«—— @@ rieclowd

4 AllFiles

My Files

® Network Shares

© Recent Documents

30 KB May 29, 2020 10:47 PM

income statement for 2021.xls

30 KB May 29, 2020 10:47 PM

insurance policy - Copy.dot

72 KB May 29, 2020 10:49 PM

W

No starred documents

¥ Starred

® Team Folders

income statement for 2021 - Co...

Show All

The Settings options appear.

ull Verizon & 1:29PM

:& Jennifer {

Dashboard

Team Folders
Recent

Starred

[ Show All
Actions

fl-Co...

File Operations

/ 1.xls

a
0
*
o Shared by Me
@
=]
(s

Settings

. . ot .

X Offline Files :
|
351 files
1.45 GB out of 14 GB
37 shares
ents

&) Logout
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il Verizon 12:36 PM

X Settings

Security

Enable passcode

Enable app integrations
Access your files from other apps

N

Media Sync

Enable media sync

Automatically upload media files from the
device to your server

I

Backups Destination
/ijen/backups

Offline Sync

Automatic sync @

Offline files will be updated automatically

Data Usage
Transfer files only over WiFi

. . . 4
Synchronization will happen not when ‘\)
connected to cellular data

Troubleshooting

Get log files...

About

FileCloud 23.241.20 (1331.0)
© Codelathe 2024

Privacy policy...

Terms of service...

Help and support...
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Security
To require a passcode for opening FileCloud, or to enable integration with third party applications,
see Configure iOS Security.

Media Sync
To automatically upload iOS media files to FileCloud, see iOS Automatic Media Backup.

Offline Sync
To turn on synchronization of FileCloud server files and local FileCloud files, see iOS File Sync.

Data Usage
To only sync when your device is connected to wifi, see i0S File Sync.

Troubleshooting
To access FileCloud iOS log files, see Troubleshooting iOS Issues.

About
View the FileCloud version you have installed, or click one of the links to view the FileCloud Privacy
policy, Terms of service, or online help.

Configure iOS Security
There are several ways that your FileCloud information is kept secure when you are working in iOS.

¢ Your FileCloud authentication information is saved securely in i0S's keychain infrastructure and
cannot be accessed by anyone, even if your device is lost.
¢ Both your iOS device and the FileCloud Server reside in your LAN, and you always access them
directly there, so your data is never sent outside the network.
To further secure your connection:

¢ Use https:// instead of http://

¢ InFileCloud's Settings, you can activate Enable passcode to require that you perform an in-app
phone unlock (using, for example, TouchlID, FacelD, or the phone's passcode) to open FileCloud.

¢ |n Settings, you can also slide the Enable app integrations switch to off to disable browsing and
working with FileCloud servers from the iOS Files app (which gives you the ability to access the
files from third-party apps).

To configure FileCloud settings for security in iOS:

1. Log in to the app, and tap the menu icon in the upper left corner, then choose Settings.

iPhone and iPad - 15
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ull Verizon & (VPN 1:44PM o wm) ull Verizon 2 (vpn 1:29PM o (m)

= @ FiLecLoud Q Q

'g Jennifer E
4 AllFiles
m Dashboard a

My Files ® Team Folders

® Network Shares

Team Folders
Recent

Starred

a
©
) ¢
o Shared by Me
@
=]
&

© Recent Documents Show All Show All
Actions

income statement for 2021 - Co... : 1-Co.. .

30 KB May 29, 2020 10:47 PM : File Operations :

|‘?‘cfzrlr‘1‘e‘ staten‘1er‘1t fo’r 2021.xls $ Settings 1.xls :

insurance policy - Copy.dot : ot .

72 KB May 29, 2020 10:49 PM ° X Offline Files :
# Starred

i ? E out of 14 GB
No starred documents ents

&) Logout

The Settings options appear.

. By default, Enable passcode is disabled. If you want to require Touch ID or Face ID entry to open
FileCloud, enable it.

You must already have Touch ID or Face ID enabled in your iOS device for this functionality to
work. See https://support.apple.com/iphone for help configuring these options on your device.

. By default, Enable app integrations is enabled. If you do not want the ability to access FileCloud
files through the iOS Files app, which enables you to access the files through apps other then

iPhone and iPad - 16
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FileCloud, disable it.
il Verizon 2@ 2:30PM 8 65% @

X Settings

Security

Enable passcode

Enable app integrations

Access your files from other apps

vy A

Media Sync
Enable media sync

Automatically upload media files from the (>
device to your server

Backups Destination

/jennifer.perkins/backups

Offline Sync

Automatic sync e

Offline files will be updated automatically

Data Usage
Transfer files only over WiFi

Synchronization will happen not when )
connected to cellular data

Troubleshooting iOS Issues

If you encounter problems with the FileCloud iOS app, refer to the information on this page.

Getting Device Logs

Getting the device logs is the first step towards understanding a problem and distinguishing between
server-side issues and iOS issues.

Sharing log information with our support team will help us investigate your issue and solve it promptly.
To access the log files:

1. Log in to the app, and tap the menu icon in the upper left corner, then tap Settings.
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ul Verizon & (vpn 1:44PM g =m) ull Verizon & (ven 1:29PM o wm)
= <«—— f@riLecloud Q Q

‘.e Jennifer L
4 AllFiles
= o s

My Files ® Team Folders

® Network Shares

Team Folders
Recent

Starred

a
(U
*
«{ Shared by Me
i1
E
e

© Recent Documents Show All Show All
Actions E
income statement for 2021 - Co... : il - Co... .
30 KB May 29, 2020 10:47 PM ° File Operations °
income statement for 2021.xls . Settings 1.xls .
30 KB May 29, 2020 10:47 PM ¢ *
insurance policy - Copy.dot . ot .
72 KB May zggozc X,IS :‘npy : "X Offline Files :
Sync now
A Starrec
351 files
1.45 GB out of 14 GB
37 shares
No starred documents ents
&) Logout

2. In Settings, scroll down, and tap Get log files.
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ol Verizon 4:06 PM 851% @

X Settings

Offline Sync

Automatic sync e

Offline files will be updated automatically

Data Usage
Transfer files only over WiFi

Synchronization will happen not when ’
connected to cellular data

Troubleshooting

Get log files...

About

FileCloud 23.241.20 (1331.0)
© Codelathe 2024

Privacy policy...

Terms of service...

Help and support...

A message confirming that your log files have been saved to Offline Files/Logs appears.
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ol Verizon &

X Settings

Offline Sync

Automatic sync

Offline files will be updated automatically

Log Files Saved

850% @

-«

Your latest log files have been saved to the

folder "Offline Files/Logs”

VG VY 111G,

About

FileCloud 23.241.20 (1331.0)
© Codelathe 2024

Privacy policy...

Terms of service...

Help and support...

FileCloud Online Version 23.261 FileCloud Mobile Access

Now, use the following procedure to download the log files.

To go to the log files from user settings:

1. Tap the menu icon in the upper left corner, then tap Offline files.
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ull Verizon & (VN 1:44PM o em) ull Verizon 2 (veN 1:29PM o em)
= <«—— f@riLecloud Q Q

‘.a Jennifer L
4 AllFiles
= o s

My Files ® Team Folders Team Folders

® Network Shares

Recent

Starred

Shared by Me

8 A % © »

© Recent Documents Show All Show All
Actions E
income statement for 2021 - Co... : il - Co... .
30 KB May 29, 2020 10:47 PM ° File Operations °
income statement for 2021.xls : £ settings 1.xls :
30 KB May 29, 2020 10:47 PM ¢ *

insurance policy - Copy.dot

. ot o
72 KB May 29, 2020 10:49 PM : X Offline Files / :

* starred

351 files
1.45 GB out of 14 GB
37 shares
No starred documents Bnts
€) Logout

The Offline Files folder opens. Log files are stored in the Logs folder.

2. Tap the folder to access the log files.
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Service & 9:35 AM -
= ﬁ FILECLOUD
A >
Offline Files
v 0

. Logs :

AN

3. Tap the More (3-dot) icon for the log file that you want to send, and tap Open with to open or

save it.
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Service @

= @ FiLecLoud
4 > Offline Files »
Logs

2022-05-19.10-32-10.log :

K

2022-05-19.10-32-10.log

:/J-‘ Open with...

(@ Moreinfo

] Delete...

4. Save it to FileCloud or choose another option that enables you to download the file and send it
to FileCloud Support.
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Service = 9:37 AM ()
= @@ FiLEcLoud

4 > Offline Files >

Logs

Y

2022-05-19.10-32-10.log
59.0 KB

© 2022-05-19_10-32-10 X
Text Document - 60 KB

@ g [ X X J

AirDrop Reminders Notes More
Add Tags )
Save to Files 55

Save to FileCloud / @

Your administrator can also get the logs from your device remotely.

Specific Errors

Issue Error Resolution

"Invalid Configuration" Server plugin(s) e Check that your device's time and date
settings are correct.

e Ensure that automatic time and date is
not disabled.

iOS App Fails to
Login missing or disabled
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File and Folder Actions on iOS

Preview and Edit iOS Files

In the FileCloud iOS app, you can preview files in your FileCloud account. You can edit some types of
files in your FileCloud account; other file types have to be downloaded and edited in a third-party
application.

You can:
¢ Preview .pdf and .txt files and edit them in the FileCloud iOS application. No third-party app is

required.

¢ Open Office files such as .docx, .xIsx, .pptx etc. for edit by opening them in the appropriate app
or open them directly from the MS Office app.

¢ Open other file types by opening the file in the appropriate app.

¢ Click a print button at the bottom of a preview to print the file.
Note: The print option is not shown if you do not have download permission for the file or if the
print option is disabled by your admin.

e Stream music and video files.

Previewing and editing PDFs and text files
How do | preview and edit PDFs and text files?

Tap the name or icon for a .pdf or .txt file, and it opens for preview in the FileCloud iOS app.
The preview screen for pdfs lets you open your document for edit using the Edit icon.
You are prompted to save your changes when you exit the file.
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> 11:46 AM @)
Edit from FileCloud

X4 EillEZE e R R

f" FILECLOUD Wiww.oETLEELOUD.COM

Top 10 Benefits #1 Enterprise File Share, Sync,
Backup and Mobile Access for Business

Secure Remote Access

Always have sacure tamots cocess 10 your Has FileCloud ofiars many woys fo occess you
organizafion’s files wecursly: web access, sync, virtual drive, mobile opps, WebDAV and
Leewsar addora. It protacts yeur files and makes them availsble % yous acrow el

of your devices.

The Best Returs Your Investment

FluCloud inchas bechess end custorization hal compastons picaly charge exva We
offer mace, fir o quarter of fhe price of our compettion. To furher reduce cowy, FleClovd
gives you an urlimted number of Free cccounts for your clisets and partnecs. They wil hove

webonly occess 10 the Sles you choose o shore

Smort Drive

Our FleCloud Drive app meurts your cloud space s o local dik 1 provides

tescittes of filas withcut contuming locel verage. Vinual drive helps bt effine copis of

fikes and comgly with regukricas

ore Securely
Cracte public, privote ce posswoed protacted s Secsraly recaive Sles ond set up grov
spaces ko teom e sharing. Mark your Fies view only, resrict fhe numbar of dowsload,

maike them availsble for 0 bmited Sma, FleCloud lets you shors how you wont

Sits Sandbox

FleCloud uses uricue s sandbax orchitechure 3o prowide maxinum securty. Ove
dedicared insanzes wil isolote your s 10 ehminone fie rists associoted wih ober Soa$
doud saraces

Unporalleled Branding Opticas
You put @ kot of sicurcss inko creatag your brand, sow put # frent asd center. Cusomize
your boackgreund dasige, loges, lots, emal lemplates, tema of sevicw and more. Ren

FluCloud from your ows demain and you cortiol aknait wrseything

le Your File Server

Whan your file ssever is e canirol lacason foe of of your dato, occessing remate starpeie
Files theorugh FIP and @ VPN s cumbarsome. FileClood brings more sfficiency 1o your He

snrver, meking if scriee 15 acces, share and irack your dot hom cnywhare
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The preview screen for text files also lets you open files for edit using an Edit icon. Tap the Save icon
when you're done.
= 12:17 PM C I

X Sample Text File.txt @

Vendor list

Food Services:

Accord Foods

Simon's Catering

B & G Food and Beverag

Furniture Rental:
Murray Rentals
First and Third

“Beverag"” Beverage

qgwer r ty ui op

a s df g h j k |

& Z X ¢ V. bnm &

123 0 space return

All changes to PDFs and text files are saved in FileCloud.

Previewing and editing Office files
What are my options for previewing and editing Office files?

The recommended method of editing Office files in FileCloud is to open them from the Office app and
make changes there. The changes are automatically saved to FileCloud.

You can also open the file in the FileCloud app and choose a third-party app to edit it with. In this case,
the changes are also saved to FileCloud
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To open an Office file for edit from the Office app:

1. If you do not have the Microsoft Office app installed, go to the Apps store and install it.

2. Open the Office app on your iOS device, and log in with the Office account you use with
FileCloud.

3. Tap the folder icon to browse your locations.

-

® Home

Q_ Search

Recommended

Customer it

Wiki Plans

You edited this Yo
f Wiki Ideas b Do

Shared with me Pinned

Today

Wiki Ideas

Jennifer Perkins's...eDrive - Documents

This Week

mm_ Sample Word
N 38

Home Actions

4. Tap the Files App folder to access FileCloud (and other apps where files are stored).
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Open Cancel

Q Sites - Codelathe

Other Storage

~

¢ Offline Files

] On My iPhone

B Files App

-+ Add Storage Account

Recent Folders
Documents

General
Marketing Team - Teams Wiki Data

FileCloud Online Version 23.261 FileCloud Mobile Access

If FileCloud was the last file app you accessed, the FileCloud location opens. Otherwise, you may

have to click Browse and choose FileCloud.
5. Tap the FileCloud folder to open it.
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P —

< Browse FileCloud ) (-) Cancel

Q

1item

1 |

FileCloud Online Version 23.261 FileCloud Mobile Access
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Now you should see your FileCloud folders:

P

< e () Cancel

Q
My Files Recent Shared with
Me
Starred Team Folders
5items
X Read-Only
e
[

Browse

iPhone and iPad - 31



FileCloud Online Version 23.261 FileCloud Mobile Access

6. Navigate to the file that you want to open in an Office application and tap it.

< Back My Files ) Cancel
Q
backups customers
(1).docx
12 KB

DI 19-20 Enterprise FileCloud
File S...Cloud Onlin...Sheet
423 KB 457 KB
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The file opens in the Office application:

= 3:02PM ® )
customers (1)
< y B Q B

Copy Delete Link

Fillings and Sons

Carlisle Insurance

©

W
N
IC
€
>
1
I

QWERTYU I OP

123 0 space return

7. Changes you make to the file are automatically saved in FileCloud.

To open an Office file for edit from the FileCloud app:

1. Open the FileCloud app and navigate to the file.
2. Tap the more (three dot) icon to the right of the file.
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9)

é

3:09 PM

My Files

[j Name a Y

= E E E @

IMG_20220325_115133492.jpg
4.76 MB Mar 25, 2022 6:51 AM

IMG_20220403_131435154_HDR,j...

517 MB Apr 11, 2022 10:22 AM

IMG_20220403_.131532629.jpg
5.86 MB Apr 11, 2022 10:22 AM

IMG_20220418_145205439.jpg
3.1 MB Apr 19, 2022 6:12 AM

IMG_20220527.114636285.jpg
4.39 MB May 27, 2022 12:33 PM

README.md
309 B Dec 02, 2021 9:28 AM

Sample Excel File.xIsx \

13 KB May 27, 2022 2:05 PM

Sample Markdown.md
1KB Dec 02, 2021 9:28 AM

Sample Powerpoint File.pptx
343 KB Dec 02, 2021 9:28 AM

Sample Text File.txt
132 B May 23, 2022 11:08 AM

FileCloud Online Version 23.261 FileCloud Mobile Access
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3. Tap Open with.

é My Files Q
Sample Excel File.xIsx
13 KB Apr 04, 2022 2:42 PM

[/ Open with...

Download
Share...

Star

Email...

Send for approval...

&
%S
W
> Apply color tag...
@
<«
©,

More info
CI] Rename...
Copy...
D) Move...

i Delete...

4. Choose the Office app.
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= 3:03 PM @)

é My Files

[:] Name a Y

README.MA o
309 B Dec 02, 2021 9:28 AM

Sample Excel File.xIsx o
13 KB Apr 04, 2022 2:42 PM

Sample Markdown.md o
1KB Dec 02, 2021 9:28 AM

Sample Powerpoint File.pptx
343 KB Dec 02, 2021 9:28 AM

Sample Excel File X
Office Spreadsheet - 14 KB

~
® 9 .

AirDrop Office Notes Drive
Add Tags S
Save to Files 55
Save to FileCloud 7|

The file opens for edit in the corresponding Office app.
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0))

3:04 PM (@
Sample Excel File

y QA B -

N\

V| A B (o} D E

1 0 First Name gl.ast Name _Gender Country Age
2 I 1 Dulce Mavo Icemale United States

3 2 Mara Hashimoto “remale Great Britain

4 3 Philip Gent Male France

5 4 Kathleen Hanner Female United States

6 5 Nereida Magwood Female United States

7 6 Gaston Brumm Male United States

8 7 Etta Hurn Female Great Britain

9 8 Earlean Melgar Female United States
10 9 Vincenza Weiland Female United States
1 10 Fallon Winward Female Great Britain
12 11 Arcelia Bouska Female Great Britain

13 12 Franklyn Unknow Male France

14 13 Sherron Ascencio Female Great Britain
15 14 Marcel Zabriskie Male Great Britain
16 15 Kina Hazelton Female rea|

17 16 Shavonne Pia Female ean
19 17 Qhauvan Ranita Eamala Crannn

fx Mayo ~

123 © O space return

The updates to the file are saved to FileCloud.

Previewing and editing other file types
How do | open other file types for preview or edit?

File types other than .pdf, .txt, and Office file types may be opened from FileCloud into a third-party
application to edit, but they are actually being downloaded, and the edits are not automatically saved
in FileCloud. To add the edits to your FileCloud copy of the file, you must manually upload the edited
copy of the file into FileCloud.

1. Open the FileCloud app, and navigate to the file that you want to edit.

2. Tap the more (three dot) icon to the right of the file.
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= 3:09 PM @)
< My Files Q
D Name & Y 0

IMG_20220325_115133492.jpg
4.76 MB Mar 25, 2022 6:51 AM

IMG_20220403_131435154_HDR.j\A

517 MB Apr 11, 2022 10:22 AM

IMG_20220403_.131532629.jpg e
5.86 MB Apr 11, 2022 10:22 AM

IMG_20220418_145205439.jpg
3.1 MB Apr 19, 2022 6:12 AM

IMG_20220527.114636285.jpg
4.39 MB May 27, 2022 12:33 PM

README.md 0o :
309 B Dec 02, 2021 9:28 AM M
... Sample Excel File.xIsx 0 :

13 KB May 27, 2022 2:05 PM

Sample Markdown.md o
1KB Dec 02, 2021 9:28 AM

. Sample Powerpoint File.pptx
- 343 KB Dec 02, 2021 9:28 AM

= Sample Text File.txt
132 B May 23,2022 11:08 AM

A list of options opens.
3. Tap Open with.
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& My Files Q

_ IMG_20220403_131435154_HDR,j
P9

5.17 MB Apr 11, 2022 10:22 AM
Open with...
Download
Share...
Star
Apply color tag...
Email...

Send for approval...

®© AT I D& BN

More info

0

Rename...

Copy...
D Move...

i Delete...

The screen displays apps available for opening the file either for viewing or editing:
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= 3:10 PM

& My Files

[j Name a Y

E IMG_20220325_115133492.jpg
4.76 MB Mar 25, 2022 6:51 AM

IMG_20220403_131435154_HDR,j...
5.7 MB Apr 11, 2022 10:22 AM

IMG_20220403_.131532629.jpg
5.86 MB Apr 11, 2022 10:22 AM

IMG_20220403_131435154_HDR
JPEG Image - 5.4 MB

ptd IMG_20220418_145205439.jpg

L

3rs Notes Drive PS Express

Add to Shared Album
Create Watch Face

Add Tags

4. Select one of the apps.

X

More

FileCloud Online Version 23.261 FileCloud Mobile Access

The file is downloaded from FileCloud and opened in the app.
After you edit and save the file, you must upload it to FileCloud to view the changes in FileCloud.

Play Back iOS Audio Files

The following formats are supported natively for playback in the FileCloud iOS app:

e .mp3
e .mda
o flac
e .aac
e .wma
e .wav
e .m4b

e .049
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To play back an audio file:

1. Tap on the file.

—

= 1:25 PM

e

My Files

[ W Name a

¥
o

45 KB 09-03-20211:37 PM

g IMG_20190627_205121966_BURS...
635 KB 06-06-2022 12:17 PM

4.55 MB 03-03-202110:32 AM
986 KB 05-03-20212:03 PM

Startup Marketing Trends Jen.docx
187 KB 03-03-202111:40 AM

Vivaldi-The-Four-Seasons-0Op.-8-...

9.93 MB 09-11-2020 8:56 AM

architectural_-_an
185 KB 03-05-2022 2:58 P!

secure-file-sharing-it
183 KB 09-03-2021 9:02 AM

-com...

~$ Talking.pdf

4.82 MB 06-06-2022 10:47 AM

The file opens in an audio player.
2. Tap the play button to play the audio file.

3. Tap Done to return to its FileCloud folder.

JenEdits Smart Video Surveillance...

Privacy Policies of Top Messaging...

tation_scaling...

@)

FileCloud Online Version 23.261 FileCloud Mobile Access
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= 1:25 PM (22 )]

Done Vivaldi-The-Four-Seasons-0Op.-8-...

f

1L

th >

You can also play back an audio file by opening it in a third-party app of your choice. See the
instructions for opening a file from another application in the topic FileCloud iOS Integration with 3rd

Party Apps.

View iOS images

The following video formats are supported natively for viewing in the FileCloud iOS app:

* jpg

* .jpeg
e .png
e cr2

e crw
o pef
e .nef

e .arw
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e raf
o _gif
¢ _heic

To view an image file:

1. Tap the file.
> 3:57 PM ()

é My Files Q

[ J Name a Y HH

VYL Uurileri 4

21-12-2020 2:19 PM

backups
03-06-2022 9:11 AM

20170417.132847_Burst01.jpg
218 MB 28-06-20g7 7:31 AM

3538A576-6788-40F5-BODF-263...
1.34 MB 06-06-202412:19 PM

API Doc Edits.docx 0o :
135 KB 11-08-2020 11:25 AM

13 KB 09-03-20211:54 PM

Alt Img Tags - ITAR.docx
14 KB 09-03-2021 1:14 PM

Alt Img Tags.docx
13 KB 06-06-2022 10:42 AM

AltimgTags - FileSharing.txt
138 B 09-03-202111:15 AM

o

(W]

m Alt Img Tags - Document Sharing.... B
(W)

@

8

— Anniiitv tamnlata dacy -

Transfers X

The image opens for preview.
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= 3:58 PM ()
X 20170417.132847_Burst01.jpg 10f5

You can also preview or edit an image file by opening it in a third-party app of your choice. See the
instructions for opening a file from another application in the topic FileCloud iOS Integration with 3rd
Party Apps.

View iOS Video Files

The following video formats are supported natively for viewing in the FileCloud iOS app:
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e .mov o flv
e .mp4 o divx
e avi o .swf
* -mpg * .099
e .mpeg e .gp3
e .vob e .mts
e .mkv e .Mm2ts
e .wmv e .mdv
e xvid

To view a video:

1. Tap the video file.
= 4:16 PM L)

“— My Files Q
[ ] Namea Y i

Annuity template.docx
61 KB 04-11-2020 2:56 PM

Color options.jpg
119 KB 21-04-2022 1:51 PM

Enterprise Content Management...
55 KB 05-03-202112:51 PM

File Sharing and Permissions.docx
19 KB 09-03-2021 10:16 AM

oo

FileSharingAndCollaboration.docx
45 KB 09-03-20211:37 PM

IMG_0277.MOV .
15.12 MB 07-06-2022 2:45 PM °

B IM5_20190627_205121966_BURS...

3P KB 06-06-2022 12:17 PM

JenEdits Smart Video Surveillance...
4.55 MB 03-03-202110:32 AM

oo

m Privacy Policies of Top Messaging.!

986 KB 05-03-2021 2:03 PM

Transfers X

The video begins playing:
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2. Use the controls to stop or replay the file.
3. Tap X in the upper left to return to the FileCloud folder.

You can also preview or edit a video file by opening it in a third-party app of your choice. See the
instructions for opening a file from another application in the topic FileCloud iOS Integration with 3rd
Party Apps.

Download Files and Folders in iOS

Files and Folders can be downloaded directly to the iOS device to allow access when there is no
connectivity.

.. The FileCloud iOS App must be in foreground when the download is started; you may switch to
another app while the download is in progress.

To download a file from the FileCloud Server:

1. Open the FileCloud iOS app.
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2. Navigate to the file you want to download.

FileCloud Online Version 23.261 FileCloud Mobile Access

3. Tap the more (triple-dot) icon to the right of the file.

ull Verizon 2:28 PM

= ﬁ FILECLOUD
a >

My Files

D Date a
BB o920

8

bank statement - Copy.xItx
39 KB 29-05-2020 10:46 PM

bank statement.xltx
39 KB 29-05-2020 10:46 PM

certificate of deposit.xlsx
34 KB 29-05-2020 10:55 PM

Insurance Policy for J Miller.d...

25 KB 29-05-2020 10:56 PM

Price options.pptx
989 KB 02-02-202111:34 PM

Registration Form.docx
12 KB 10-03-202110:46 PM

MySharingFlows.pptx
412 KB 14-05-202111:20 PM

File Operations 1/1

A list of file actions opens.

4. Tap Download.

o)

Q

co/ooc
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«ll Verizon

i@ FiLecLoud Q

R

E Price options.pptx

D/' Open With...
Download
Share...

Star

Lock

Apply Color Tag...

Send for Approval...

© AJIDDHR B

More Info
) Rename...
Copy...
D) Move...

] Delete...

The File Operations window opens at the bottom of the screen and the download appears on the
Transfers tab. Here, you can pause, restart, and view the progress of the download.

Note: You can continue working while the download is in progress.

You are alerted when the download is complete.
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ull Verizon & 2:03PM am)
= @ FiLecLoud Q

A > MyFiles >

DI 19-20

C] Name a H-H

UAlin SLALSIITIIL (L) AILA
39 KB Jun 27, 2024 10:16 PM

bank statement.xlItx
39 KB May 29, 2020 10:46 PM

certificate of deposit.xIsx o
34 KB May 29, 2020 10:55 PM

Aiimbmnmca boob

File Operations 7/7 v
Transfers Operations
() (3) Syncs (2)
All v

Download Complete Q
Downloaded files are available in

'Offline Files'

Download complete

m IMG_2671(2).... 32me @ 0@ é. E

. To access the downloaded files, tap the menu icon at the top of the screen and choose Offline
Files.
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ull Verizon & 1:29PM

‘ Jennifer

4 Dashboard
© Recent

W Starred

4 Shared by Me
B} Actions

B File Operations

a Settings

R Offline Files <

351 files
1.45 GB out of 14 GB
37 shares

€) Logout

Your Offline Files locations appear.
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6. Tap the folder with the name of your FileCloud site:

ull Verizon 2:33PM © o)
= ﬁ FILECLOUD
a >
Offline Files :

[ % E

File Operations 4/4
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You can access your downloaded file or files from here.

oll Verizon 2 2:30PM @ o)
= i@ FiLEcLoud

4 > OfflineFiles > >
My Files :

20231210-1029.pdf

127.8 KB ¢

E Price options.pptx

988.9 KB

= User Info.txt
35 bytes

File Operations 2/2 X

To download a folder from the FileCloud Server:

1. Open the FileCloud iOS app.
2. Navigate to the folder you want to download.

3. Tap the more (triple-dot) icon to the right of the folder.
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all Verizon 2 (veN 2:05PM am)
= @ FiLecLoud Q
a >
My Files :
\: Name a EEE

. backups O

DI 19-20 } :
Images ()
Info Sheets O
i

internal documents

jennifer :
Requests 0 :
Tax

File Operations 15/15 X

A list of folder actions opens.
4. Tap Download.
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«ll Verizon

= i@ FiLecLoud Q

Mv Files :

BB o920

Download...
Share...
Star

Lock

Apply Color Tag...

g 3O DD R B

Available Offline »

©

More Info

) Rename...

O

Copy...

Move...

] Delete...

You are prompted to confirm that you want to download all of the folder contents.
5. Tap Download All.
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oll Verizon ¥

ﬁ FILECLOUD

My Files

| Name a

)

Download All Files and Subfolders?

This will start downloading all the contents
of the 'DI 19-20' folder.

Cancel Download All

. internal documents ()
- jennifer

- Requests

. Tax

File Operations 15/15

You can continue working while the download is in progress.
You are alerted when the download is complete.
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all Verizon & 2:04PM om)
= @ FiLecLoud Q
a >
My Files :
| Name a i

1=
—_
[<e]
Ny
o
@
ese

File Operations 12/15 4
Transfers Operations
(12) (3) Syncs (2)
All v

Download Complete Q

Downloaded files are available in
'Offline Files'

n IMG_2671(2).... 32me .
s_® Download complete @ c@ é’ °

6. To access the downloaded folder and its contents, tap the menu icon at the top of the screen
and choose Offline Files.
Your Offline Files locations appear.
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7. Tap the folder with the name of your FileCloud site:

ull Verizon 2:33PM © o)
= ﬁ FILECLOUD
a >
Offline Files :

[ % E

File Operations 4/4
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You can access your downloaded folder and its contents from here.

ull Verizon 2:33PM cow@)
= i@ FiLEcLoud
A Offline Files > >
My Files :
B o120 :
20231210-1029.pdf :

127.8 KB

ﬂ Price options.pptx

988.9 KB

User Info.txt o

35 bytes

File Operations 4/4 X

Upload Files and Folders in iOS
The FileCloud iOS app supports uploading files from the following locations on your device:

¢ Local storage on your iOS device
¢ Cloud storage connected to your iOS device (for example, Google Drive)

The time it takes to upload files to the FileCloud server varies depending on connection speed. You
must also have sufficient privileges and storage space on the FileCloud server.

i The FileCloud iOS App must be in foreground when the upload is started; you may switch to another
app while the upload is in progress.

There are a few different ways to upload a file or folder to FileCloud.
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Upload a file while you're in FileCloud by tapping the ° icon:

Upload by tapping the plus icon
If you have upload permission for a folder, a Q icon appears on the screen when the folder is open.
1. Log in to the iOS app, and navigate to the folder that you want to upload the file or folder to.

2. Click the plus icon.

ull Verizon 2 4:23PM com )
= @ FiLEcLoud Q
A > MyFies >
DI 19-20 :
(| Name a HHH

Supply List.txt

82 B 23-10-2023 10:46 PM

bank statement.x|tx o

39 KB 29-05-2020 10:46 PM

File Operations 14/14 X

Various options for adding content pop up.
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-
o

all Verizon

= @ FiLEcLoud Q
A > MyFies >

DI 19-20

\:j Name a

Supply List.txt
=] pply

82 B 23-10-2023 10:46 PM

bank statement.xlItx
39 KB 29-05-2020 10:46 PM

Add Content

New Folder Media Files

Take a Picture Scan Document Write Note

3. Tap Media to upload media files stored on your iOS device, or tap Files to upload files or folders
from your iOS device or from a remote location.

Upload while in another app
Upload files from third-party applications

On an iOS device, when you are working in another app, you can remain in that app and save a file to
FileCloud.

If you have opened an existing FileCloud file in an Office app for edit, your changes are automatically
saved to FileCloud. See Preview and Edit iOS Files.

This example uses Google Photos to demonstrate how to save files to FileCloud from another app,
however, you could use the same process in any app that allows you to save to other apps.

To upload from a 3rd-party application:

1. Open the file in the other app on your iOS device.
Here, in Google Photos, tap on the photo to open it.
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ul Verizon & 3:48PM

Google Photos + &

Sun; Julb 21
Nashville

L On i Q

Photos Memories Collections Search
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2. Depending on the app, the action to choose may be upload, share, or save.

In Google Photos, after selecting the photo, tap Share to.
ull Verizon & 3:48PM aly)

Cancel 1item selected

.L SEND IN GOOGLE PHOTOS ()

w Group

|'T_'| Share to...
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3. From the options that appear, tap FileCloud.

ull Verizon & 3:49PM a4
Done Apps Edit
i wrive

@ Pinterest
ﬂ Facebook
@ Instagram
{Y) WhatsApp

9 Google Maps
@ Teams

0 Messenger
a Zoom

4 FileCloud

O

Microsoft 365 (Office)

The Save to FileCloud screen opens. (If your FileCloud login credentials are not saved in i0S, you
are prompted to log in to FileCloud first).
You are given the option of editing the filename before you save it to FileCloud.

4. To change the filename, tap Edit Name.
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X Save to FileCloud

E 25CC1F57-7B3E-4769-B19F-...  Edit Name

a@ >

B2 wvyries
a Team Folders ®

Shared with Me ©

Select a save destination

5. Enter a new name for the file and tap Rename.

FileCloud Online Version 23.261 FileCloud Mobile Access
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X Save to FileCloud
Rename
E17F42BE-0D1C-44FB-87E8-66063484F3
50.JPG
Geesel
Cancel Rename
-_—
|
| [
q w e r t y u | O p

NS N ) W) S ) W) ) —_m —

a s df gh j k I

N N N N N N ) ) Na—

.zxcvbnm.
e oo [

The file is renamed.

FileCloud Online Version 23.261 FileCloud Mobile Access
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Save to FileCloud

X

A

B2 wvyries
a Team Folders ®

Shared with Me ©

Geese.jpg

Select a save destination

Edit Name

FileCloud Online Version 23.261 FileCloud Mobile Access

6. Navigate to the FileCloud folder where you want to save the file.

7. To create a new sub-folder for storing the file, tap New Folder.
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X Save to FileCloud
P Geesejpg Edit Name
A > MyFiles > Assets

. People

New Folder

Save here

8. Enter a name for the new folder and tap Create.

FileCloud Online Version 23.261 FileCloud Mobile Access
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X Save to FileCloud
-N-ew F:)Ider —
wildlife
Cancel Create
D
| [
gwe r t vy u 1l op

.zxcvbnm.
e o [

9. Tap the new folder to open it for storing the uploaded file.
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X Save to FileCloud

P Geesejpg Edit Name

A > MyFiles > Assets

. People
Bl vidite /

New Folder

Save here

10. Tap Save here.
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X Save to FileCloud

P Geesejpg Edit Name

A > MyFiles > Assets > wildlife

This folder is empty

New Folder

Save here

The file is saved in the folder.

FileCloud Online Version 23.261 FileCloud Mobile Access

To confirm that the file has been saved with the correct folder and filename, open the FileCloud

app and navigate to the folder you stored it in.
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al Verizon & 3:59PM a4
= @@ FiLecLoud Q
A > MyFiles > Assets >
wildlife | :
| Name a HH

Geese.jpg .

2.22 MB Sep 26, 2024 2:55 PM

Please note the following restrictions when uploading files to FileCloud:

¢ Files with the same name:

¢ If you upload a file with the same name and the same case as another file in the same
folder, it overwrites the file.

¢ If you upload a file with the same name but a different case than another file in the same
folder, you cannot upload the file and the File Operations window displays a file name
conflict message.

¢ If you upload files with the same name but different file extensions, like myfile.doc and
myfile.docx, they are treated as different files.

¢ FileCloud cannot upload files with leading spaces in the filename.

* By default, files with the extensions php, php5, phar, and phtml cannot be uploaded into
FileCloud.

o For Admins \
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¢ To specify which file extensions may be uploaded into FileCloud, see Managing File Extensions
and Restricting File Extensions.

¢ To restrict certain filenames from being uploaded into FileCloud, see Restricting File Names.

Create New Files and Folders in iOS

While you are working in the FileCloud iOS app, various methods are provided to you for creating new
files and folders.

To access one of these methods, tap the 0 icon:
¢ Add a folder
e Enter text and save it as a .txt file
e Take a photo and save it as a .jpg file
e Scan a file and save it as a .pdf or .jpg file

Create New Folders in iOS

While you are working in the FileCloud iOS app, you can add a new folder to My Files or any of its sub-
folders.

1. Go to My Files or navigate to a My Files sub-folder.

2. Tap
L+ ]
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= 12:14 PM ()
= i@ FiLEcLoud Q
A >
My Files
[_] Name a Y EEE

Accounts D)
21-12-2020 1:16 PM

Common files
09-12-2020 11:10 AM

Images
21-12-2020 2:17 PM

Tax Forms .
21-12-2020 1:32 PM °

Web Content
21-12-2020 2:19 PM

backups
03-06-2022 9:11 AM

API Doc Edits.docx )
135 KB 11-08-2020 11:25 AM

AltimgTags - FileSharing.txt

138 B 09-03-202111:15 AM

Transfers X

Add Content options open.
3. Tap New Folder.
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= @ FiLEcLoud Q

A
My Files
| Name a Y EEE
Accounts .
- 21-12-202( 16 PM o :

Common files o

2-2020 11:10 AM

- Images :
21-12-2020 2:17 PM *

Tax Forms

21-12-202(
Add Content

B3 B8

New folder Media Files

) S 4

Take a picture Scan document Write Note

A dialog box opens.
4. Enter a name for the new folder.
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= @ FiLEcLoud Q

New folder

New accounts

Cancel Create

- Images :
21-12-2020 2:17 PM S
- Tax Forms .
21-12-202( 32 PM .

- Web Content
21-12-2020 2 9 PM

qgwer ty ui op
a s df g h j k |

& z X c Vb nm &

123 0 space return

5. Tap Create.
The new folder appears in FileCloud.
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= 11:52 AM ()
= i@ FiLEcLoud Q
A >
My Files
| Namea V¥ gEs

Accounts 0o :
21-12-2020 1:16 PM

Common files
09-12-2020 11:10 AM

Images
21-12-2020 2:17 PM

New accounts / .

13-06-202210:52 AM

Tax Forms .
21-12-2020 1:32 PM

Web Content
21-12-2020 2:19 PM

backups

03-06-2022 9:11 AM

API Doc Edits.docx

135 KB 11-08-2020 11:25 AM

Transfers X

Create Text Files in i0OS
While you are working in the FileCloud iOS app, you can create a new text file.

1. Go to My Files or navigate to a My Files sub-folder.
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2. Tapo.
= 12:14 PM ()
= i@ FiLEcLoud Q
A >
My Files
[j Name a Y/ EEH
Accounts 0o :

21-12-2020 1:16 PM

Common files
09-12-2020 11:10 AM

Images e
21-12-2020 2:17 PM ®
Tax Forms

21-12-2020 1:32 PM

Web Content
21-12-2020 2:19 PM

backups
03-06-2022 9:11 AM

API Doc Edits.docx
135 KB 11-08-2020 11:25 AM

AltimgTags - FileSharing.txt
138 B 09-03-202111:15 AM

Transfers X

Add Content options open.
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3. Tap Write Note.

= @ FiLecLoud Q

My Files

Name & 7 aas

Accounts °
| [ossae 0 :

Common files

09-12-2020 11:10 AM

. Images :
21-12-2020 2:17 PM *
. Tax Forms :
21-12-2020 1:32 PM s

Add Content

New folder Media Files

)

Take a picture Scan document Write Note

A New Note dialog box opens. Enter a name for the file, and tap Create.
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= @ FiLecLoud Q

New note

Web page reminder

Cancel Create

. Images :
21-12-2020 2:17 PM *

- Tax Forms .
- Web Content .

& zZ X eV bnm &

123 v space return

The file opens.
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4. Enter the text for the note, and tap the save icon.
- 1:13 PM ()

>

X Web page reminder.txt @

/

Add Joe’s new images to landing page]

\

| Thanks Hi

12 3 45 6 7 8 9 0

ABC g space return
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The note appears as a new text file in FileCloud.
= 1113 PM ()

é My Files Q

| aoo
[ | Name a v HH
&b 956 kB 05-03-20212:03 PM °

a Restore Widget Animation.gif

9.21 MB 07-01-2022 12:04 PM

m Startup Marketing Trends Jen.docx

187 KB 03-03-202111:40 AM

= Tips and Tricks.txt o :

114 B 08-06-2022 11:11 AM

Vivaldi-The-Four-Seasons-Op.-8-...
9.93 MB 09-11-2020 8:56 AM

Web page reminder.txt /

E 41B13-06-2022 12:13 PM °

architectural_-_annotation_scaling...
185 KB 03-05-2022 2:58 PM

m secure-file-sharing-itar-com... o
183 KB 09-03-2021 9:02 AM

~$ Talking.pdf

4.82 MB 06-06-2022 10:47 AM

Transfers X

Snap and Save a Picture in i0OS

While you are working in the FileCloud iOS app, you can take a picture and add it to FileCloud as a .jpg
file.

1. Go to My Files or navigate to a My Files sub-folder.

2. Tap
L+
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= 12:14 PM C )
= i@ FiLEcLoud Q
A >
My Files
D Name a HHH

Accounts D)
21-12-2020 1:16 PM

Common files
09-12-2020 11:10 AM

Images
21-12-2020 2:17 PM

Tax Forms .
21-12-2020 1:32 PM °

Web Content
21-12-2020 2:19 PM

backups
03-06-2022 9:11 AM

API Doc Edits.docx )
135 KB 11-08-2020 11:25 AM

AltimgTags - FileSharing.txt

138 B 09-03-202111:15 AM

Transfers X

Add Content options open.
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3. Tap Take a picture.

FileCloud Online Version 23.261 FileCloud Mobile Access

— Q FILECLOUD

My Files

Name a Y

Accounts
| [ossaen o

Common files

09-12-2020 11:10 AM

. Images
21-12-2020 2:17 PM
. Tax Forms
21-12-202( 32
Add Content

New folder Media

)

Take a picture

Your phone's camera opens.
4. Take and save the photo.

Scan document Write Note
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PSS et

Retake Use Photo

The photo is saved as a .jpg file in FileCloud.
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9)

e

1:42 PM

My Files

| \ Name a v

8B | 8 8 @ g B O

=

19 KB 09-03-2021 10:16 AM

FileSharingAndCollaboration.docx
45 KB 09-03-2021 1:37 PM

IMG_0277.MOV

1512 MB 07-06-2022 2:45 PM

IMG_20190627_205121966,5URS...

635 KB 06-06-2022 12:17 PM

Image 2022-06-13_13-37-38.jpg

3.56 MB 13-06-2022 12:37 PM

JenEdits Smart Video Surveillance...

4.55 MB 03-03-202110:32 AM

Privacy Policies of Top Messaging...

986 KB 05-03-2021 2:03 PM

Restore Widget Animation.gif
9.21 MB 07-01-2022 12:04 PM

Startup Marketing Trends Jen.docx
187 KB 03-03-202111:40 AM

Tips and Tricks.txt a

Transfers

Scan a Document from iOS

FileCloud Online Version 23.261 FileCloud Mobile Access

While you are working in the FileCloud iOS app, you can use your phone to scan a document and add it
to FileCloud as a .pdf or .jpg file.

1. Go to My Files or navigate to a My Files sub-folder.

2. Tap @) .
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= 12:14 PM ()
= @ FiLEcLoud Q
A >
My Files
D Name & ¥ O

Accounts o
21-12-2020 1:16 PM

Common files
09-12-2020 11:10 AM

Images
21-12-2020 2:17 PM

Tax Forms
21-12-2020 1:32 PM

Web Content B
21-12-2020 2:19 PM ®
backups

03-06-2022 9:11 AM

API Doc Edits.docx @)
135 KB 11-08-2020 11:25 AM

AltimgTags - FileSharing.txt
138 B 09-03-202111:15 AM

Transfers X

Add Content options open.
3. Tap Scan document.

iPhone and iPad - 86



FileCloud Online Version 23.261 FileCloud Mobile Access

= @ FiLEcLoud Q

Ao
My Files
Name & 7 EEH
Accounts .
[t e
Common files .

09-1

2-2020 11:10

- Images .
21-12-2020 2:17 PM *

Tax Forms .

21-12-202(
Add Content

] ol
New folder Media Files
Take a picture Scan document Write Note

A scan screen opens.
4. Position the document, and tap the button to scan it.
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Scan

ol storage gﬁllon bags , sandwich bags, pamper chef steamer for micro wave

GppIies for dass: note books, pens, pendils, highlighters, sharpies, tape, glue stit
ote pads, ruler, binder with filler paper, graph paper, calculator, draw string bac
\uick trips)

aundry bag or tall baska w/ handles, rolls quarters for laundry, laundry deterge
1ot water wash/laundry liquid for cold water wash. dryer sheets, hangers

Jeaning supplies: dust pan, broom, Clorox wipes, all purpose deaner, rags or pap
ysol spray, trash bags, Febreze spray, wall plug in freshener

Refrigerator items: milk, bread, wraps, 0J, peanut butter jelly, lunch meat, cheese
fogurts, mayo, dressing, fruit, salad items, case water, salsa, guacamole, creamer

Sathroom caddy: shampoo, conditioner, body wash, deodorant, cologne, perfume,
lotion, make up bag, makeup, combs, brushes, pads, tampons, contraceptive prod
{female, toothbrush, tooth Paste, towels, wash clothes, bathrobe, flip flops, floss

razors, mouse, spray, gel, Listerine, blow dryer, curler, straij
ke <o ), > 7 ightener, bathroom toili

m”:.’ items: Tylenol, Motrin, cold mgﬂidne, sudafed, bandaids, cough drops, tiss
Gatorade, vomit bags, saltines, bug spray, suntan lotion, protein bars, protein powc
[shaker cup) ammonium AD, hydrocortisone

Winter clothes: coaf, jacket , Sweatshirts, sweatpants, pants, Jeans, socks, underwe:
mlﬂq shoes, sandals, boots, sneakers, girls dresses, blouses, sweaters, 1
h sult, hats, scarves, gloves ¥ 3 g

crackers, cookies, goldfish, chips, tortilla chi
PS, ramen soup cups, micro wave popcorn, k

The screen prompts you to adjust the borders.

5. Tap and move the borders until you have selected the text you want to scan, and then tap Done.
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Adjust Frame

otd bocks, pens, pe

quick trips) '

i

dhlighters, sharpies, tapd giie stick, sticky
rote pads, ruler, bindey with filler paper, graphipaper, calcutator, draw btring back pack (for

Laundry bag or tall basket w/ handles, rolls quarters for laundry, laundry detergent pods for
ot water wash/lsund(y liquid for cold watar wiish. dryer sheets, hangdrs

Fam, oo

wipes, soft tollet paper if needed)

AD, hydrocortisone

IS, Bathiog sult, hads, scarves, gloves

Srack bucker: sicttles, r

a g J.H o paper TovTRis

ing septes: 3

Lysal s3ray, trash bags) Febreze spray, wall plug i frashemer
Refrigerator items: mik, bread, wraps, 0, peaflut butt
Yogurts, mayo, dressial, frult, salad items, casdwater,

Bathroom caddy: shanlpoo, conditianer, body wash, deodér 8.84_ body
lotian, make up bag, rhakeup, combs, brushes, pads, = )

g |
er jelly, lunch mest, cheasa sticks,
salsa, guacamole) croamer

tamgons, contraceptive products malg

[~ /fenite, tuotitemsh Tpoth s, tWeT, WEsHelothes - bathrShe: 53, floss stic
fizors, mousa, spray, o, Usterine, blow dryen curler, stra uia_a U_ Wlu.aaea!. a”.....m uﬂ.
I

ms: <<_-=Df Motrin, cold madidine, Fudafed, bandaids, <ough
g, n_z._u. bug spray, suntpn | o s
I

loticn, protein bars, protein powder,
I

- Wntencothes: coaf Tycrm Wi svafmartS, fanis, ons 3o, o = = =
o, bels,shoes,sandals, boots,smeskyes et e b Crderwens,, wrk

5525, blousey, sweters, shorgs,
| )

1
2005 b, s s e e o B, i, el i,

"6, pudding eup ( nde refrig) cake Ina mug
L

P

ket
.

The screen prompts you to change colors.

use the buttons at the bottom of the screen.

6. If you want to change the colors or contrast

7. If you want to scan another page, tap the Page+ icon at the top of the screen.
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Adjust Colors

(]
(o)}
©
Q.
(]
-
=]
(o]
c
©
=
©
o
w

sippiies for classt note books, pens, pencils, highlighters, sharpies, tape, gllie stick, sticky
note pads, ruler, binder with filler paper, graph paper, calculator, draw string back pack {for
quick trips)

Laundry bag or tall basket w/ handles, rolls quarters for laundry, laundry detergent pods for
het water wash/laundry liquid for cold water wash. dryer sheets, hangers

Cleaning supplies: dust pan, broom, Clorox wipes, all purpose cleaner, rags or paper towels,
Lysol spray, trash bags, Febreze spray, wall plug in freshener

Refrigerator items: milk, bread, wraps, 0J, peanut butter jelly, lunch meat, cheesa sticks,
yogurts, mayo, dressing, fruit, salad items, case water, salsa, guacamole, creamer

Bathrcom caddy: shampoo, conditioner, body wash, nmoa.m_d:r cologne, perfume, bedy
letion, make up bag, makeup, combs, brushes, pads, tampons, contraceptive products male
/female, toothbrush, tooth paste, towels, wash clothes, bathrobe, flip flops, floss sticks

3

a,No;\ mouse, spray, gel, Listerine, blow dryer, curler, straightener, bathroom toilet wet
Wipes, soft toilet paper (if needed)

First Aid items: Tylenol, Motrin, cold Sm&asﬁ sudafed, bandaids, cou
Gatorade, vomit bags, saltines, bug spray, suntan lotion,
(shaker cup) ammonium AD, hydrocertisone

gh drops, tissues,
protein bars, protein powder,

M<:_~_._§ clothes: coaf, jacket , sweatshirts, sweatpants, pants, jeans,
o clothes, cm_.ﬁ. shoes, sandals, boots, sneakers, girls dresses,
rts, Bathing suit, hats, scarves, gloves :

socks, underwear, » Work
blouses, Sweaters, shorts =
)

Sn; + skii

Numhwvﬂnrmr skittles, candy, chocolate, crackers, cookles, goldfish, chips

i m, m_‘.m.. cereal, mac and cheese Cups, ramen soup cups, ;
¥, Pudding cup ( non refrig.) cake ina mug

tortilla chips,
micro wave Popcorn, k Cups
3

t
wn
£ ©
o=
‘= C
< 5
o

™

8. Tap Save.

You are prompted to give the scanned file a name.

9. Enter a name for the file.

If you have only scanned one page, you can choose to save as a .jpg or .pdf.

If you have scanned multiple pages, you can only save as a .pdf.

iPhone and iPad — 90



FileCloud Online Version 23.261 FileCloud Mobile Access

Adjust Colors

Save As
Save scanned page as:

packing Iistl /
JPEG File
PDF File

Cancel

The file is saved in FileCloud.
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No SIM 7 2:00 PM L)
é My Files Q
| | Name a Y HHH
m Flrivaly FUIlLISS VI TUP IVIESSayllly... :
, n by :

86 KB 05-03-2021 2:03 PM

Restore Widget Animation.gif

9.21 MB 07-01-2022 12:04 PN

(el

m Startup Marketing Trends Jen.docx .
187 KB 03-03-202111:40 AM

= Tips and Tricks.txt D)

114 B 08-06-2022 11:11 AM

Vivaldi-The-Four-Seasons-Op.-8-...

9.93 MB 09-11-2020 8:56 AM

>

Web page reminder.txt
5 pag

41B13-06-202212:13 PM

architectural_-_annotation_scaling... .
185 KB 03-05-2022 2:58 PM

secure-file-sharing-itar-com... 0 :
183 KB 09

packing list.pdf

MB 13-06-2022 12:59 PN

03-20219:02 AM

~$ Talking.pdf

4.82 MB 06-06-2022 10:47 AM

Share an iOS File

The following options are available for sharing:

FileCloud Online Version 23.261 FileCloud Mobile Access

« Allow anyone with link (Public Share). No FileCloud account required.

+ Anyone anyone with link and a password (Protected Public Share). No FileCloud account

required.

o (Default) Allow selected users or groups (Private share). FileCloud account required The shared

files will appear in the Shared with Me folder.

« |f the file is available for viewing in the Secure Web Viewer: Allow anyone with secure web
viewer link and a password. No FileCloud account required.

In addition, it is possible to control the access to the shared resource with read, write, or share

permissions.
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You can use the FileCloud app to share files on your mobile device with others. You can:
o Create a direct link to the file. This link can be sent via email to anyone who needs access to that
resource.

¢ Let FileCloud notify the users who you add to the share.

To share a file:

1. Open the FileCloud app.
2. Navigate to the file you want to share.

3. Tap the more (three dot) icon next to the file or folder.
al Verizon & 1:49PM o em)

o My Files : Q

&
>
O
=~
[0
Q
=
»
soo

2024-03-14.log .

8 KB 14-03-2024 8:47 PM

2024-05-31.log

4 KB 03-06-2024 7:30 PM

bank statement - Copy.xItx

bank statement.xItx
39 KB 29-05-2020 10:46 PM

certificate of deposit
34 KB 04-04-2023 12:50 AM

certificate of deposit.xlsx
34 KB 29-05-2020 10:55 PM

@ @ @ ©

cloudupdatetool.zip
9.83 MB 20-12-2023 11:18 PM

companylD.txt
= pany

22 B 02-01-2024 9:25 PM

4. Tap Share.
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ol Verizon ¥ 1:49PM

& My Files : Q

certificate of deposit

D/ Open With...
& Download

& Share...

i} Star

E] Lock

@ Apply Color Tag...
4
©)

Send for Approval...

More Info
] Rename...

Copy...

Move...

i Delete...

The file is shared privately although share recipients have not been added yet. Options appear
for accessing the share options and copying the share link.
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X Share 'Supply List.txt'

Share link

Modify Link

Shared File

/jennifer/DI 19-20/Supply List.txt

Share Options Sh

Share Name

Supply List.txt

Expires

Never expires

Send Email Notifications
Yes

Sharing Permissions

Allow selected users or groups

Users (0)

To copy the share link:
To copy the file share link:

1. Tap the Copy icon.

Remove...

< [

Edit

Edit
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ol Verizon & 1:44PM

X Share 'Supply List.txt' Remove...
Share link
Modify Link
Shared File
/jennifer/DI 19-20/Supply List.txt

Share Options Sh

Share Name

Edit
Supply List.txt
Expires .
P Edit
Never expires
Send Email Notifications e

Yes

Sharing Permissions

Allow selected users or groups v

Users (0)

The screen displays the message Share link copied.
2. Paste the link into an email or text message and send it. °
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To change share options:

The options (optional settings) for a share are listed under Share Options.
ol Verizon &

X Share 'Supply List.txt' Remove...
Share link
< O
Modify Link
Shared File
/jennifer/Dl 19-20/Supply List.txt

Share Options are

Share Name

Edit
Supply List.txt
Expires .
P Edit
Never expires
Send Email Notifications e
Yes

Sharing Permissions

Allow selected users or groups v

Users (0) G
For information on setting share options, see:

¢ Public Share Options for Files
¢ Private Share Options for Files

To add users to a private share:
To add a user to a private share:

1. Tap Invite users.
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ol Verizon &

X Share ‘certificate of deposit' Remove...

Shared File

/jennifer/certificate of deposit

Share Options Share History

Share Name .
Edit

certificate of deposit
Expires .

P Edit
Never (?XF)H()S
Send Email Notifications e
Yes
Sharing Permissions
Allow selected users or groups v

Users (0) Groups (0)
No entries

2. In the Invite users to this share popup, enter a user's email address or account name, and tap
the name to add it.
If the user you enter does not have an account, a message informs you that a new account will
be created and a message will be sent informing the user.

3. Enter any number of users. When you are done, tap Add Users.
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ol Verizon &

FileCloud Online Version 23.261 FileCloud Mobile Access

X Share ‘certificate of deposit' Remove...
Shared File
[iennifer/certificate of deposit
X Invite users to this share
Add email address or account
I
Selected users
) jaredtaylor978@
= jaredtaylor978
Add Users
qwe rr ty ui oop

space return

The user is added to the share.
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X Share 'certificate of deposit’  Remove...

/jennifer/certificate of deposit

Share Options Share History
Share Name .
Edit
certificate of deposit
Expires .
P Edit
Never expires
Send Email Notifications e
Yes
Sharing Permissions
Allow selected users or groups v
Users (1) Groups (0)
e jaredtaylor978 Edit X
@ &

To change a user's private share permissions:

When you privately share a file with a user, the user's permissions for the file are shown in icons below
the username or email. By default, the user has view and download permissions for the file.

You can also give the user upload and share permissions, and if it is allowed in your system, sync
permission. Note that other settings in FileCloud affect which permissions are available.

To change the user's permissions for the file:

1. Across from the user's name or email, tap Edit.
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ol Verizon ¥ 2:05PM

X Share ‘certificate of deposit' Remove...

/jennifer/certificate of deposit

Share Options Share History
Share Name .
. ) Edit
certificate of deposit
Expires .
P Edit
Never expires
Send Email Notifications e
Yes
Sharing Permissions
Allow selected users or groups v
Users (1) Groups (0)
e jaredtaylor978 = Edit X
@ &

A popup shows the available permissions.
2. Check or uncheck permissions, and tap Apply.
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ol Verizon ¥ 2:05PM

X Share ‘certificate of deposit' Remove...

/jennifer/certificate of deposit

Share Options hare History

Share Name Edit

certificate of deposit

Expi
pires Edit
Never expires
Send Email Notifications
e @)

Sharing Permissions

X Permissions for ‘jaredtaylor978'

(v| © Allow viewing
Allow downloading

&
\ «§ Allow sharing

Apply

The changes to the permissions are saved.
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ol Verizon ¥ 2:06 PM

X Share ‘certificate of deposit' Remove...

/jennifer/certificate of deposit

Share Options Share History
Share Name .
) Edit
certificate of deposit
Expires .
P Edit
Never expires
Send Email Notifications e
Yes
Sharing Permissions
Allow selected users or groups v
Users (1) Groups (0)
e jaredtaylor978 Edit X
@ & <

To add groups to a private share:
After you choose Allow selected users or groups, Users and Groups tabs appear.
To add a group to a private share:

1. Tap the Groups tab and then tap Add Group.
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ol Verizon ¥ 2:06 PM

X Share ‘certificate of deposit' Remove...

Shared File

/iennifer/certificate of deposit

Share Options Share History

Share Name
certificate of deposit

Edit

Expires

Never expires

Edit

Send Email Notifications
Ve @)

Sharing Permissions

Allow selected users or groups v

Users (1) Groups (0)

Add Group

No entries

2. Tap each group that you want to add to the share.
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ol Verizon ¥ 2:06 PM

X Share ‘certificate of deposit' Remove...
Shared File
/iennifer/certificate of deposit

Share Options ha

X Add Groups

Select groups to be added

Y 4rfd

) 56ytrfd

) 7ytgf

) AWS-SSM

| EVERYONE

| Group 1

3. When you are done selecting groups, tap Add.
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FileCloud Online Version 23.261 FileCloud Mobile Access

X Share ‘certificate of deposit' Remove...

Shared File

/jennifer/certificate of deposit

X Add Groups

Select groups to be added

| 4rfd

o 56ytrfd
) AWS-SSM

) EVERYONE

) Group 1

| Group 41

Groups to add

) 7ytgf

Add

The group or groups are added to the share:
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ol Verizon ¥ 2:07PM

X Share ‘certificate of deposit' Remove...

/jennifer/certificate of deposit

Share Options Share History
Share Name .
) Edit
certificate of deposit
Expires .
P Edit
Never expires
Send Email Notifications e
Yes
Sharing Permissions
Allow selected users or groups v
Users (1) Groups (1)
Add Group
7ytgf Edit X
@ &

To change a group's private share permissions:

When you privately share a file with a group, the group's permissions for the file are shown in icons
below the group name. By default, the members of the group have view and download permissions for
the file.

You can also give the group upload and share permissions, and if it is allowed in your system, sync
permission. Note that other settings in FileCloud affect which permissions are available.

To change the group's permissions for the file:

1. Across from the group, tap Edit.
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ol Verizon ¥ 2:07PM

X Share ‘certificate of deposit' Remove...

/jennifer/certificate of deposit

Share Options Share History
h N .
S a}r»e ame » Edit
certificate of deposit
Expires .
P! Edit
Never expires
Send Email Notifications
o @
es
Sharing Permissions
Allow selected users or groups v
Users (1) Groups (1)
Add Group
7ytgf T Edit X
® &

2. A popup shows the available permissions.
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ol Verizon ¥ 2:07PM

X Share ‘certificate of deposit' Remove...

/jennifer/certificate of deposit

Share Options hare History

Share Name Edit

certificate of deposit

Expi
pires Edit
Never expires
Send Email Notifications
e @)

Sharing Permissions

X Permissions for '7ytgf'

(v| © Allow viewing
Allow downloading

&
\ «§ Allow sharing

Apply

3. Check or uncheck permissions, and tap Apply.
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X Share ‘certificate of deposit' Remove...

/jennifer/certificate of deposit

Share Options hare History

Share Name Edit

certificate of deposit

Expires Edit

Never expires

Send Email Notifications
e @)

Sharing Permissions

X Permissions for '7ytgf'

(v| © Allow viewing

Allow downloading

<
N B

Allow sharing

Apply

The changes to the permissions are saved.
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oil Verizon ¥

X Share ‘certificate of deposit' Remove...

/jennifer/certificate of deposit

Share Options Share History
h N .
S a'r.e ame » Edit
certificate of deposit
Expires .
P! Edit
Never expires
Send Email Notifications
y @
es
Sharing Permissions
Allow selected users or groups v
Users (1) Groups (1)
Add Group
7ytgf i Edit X
® & <
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To remove a user or group from a share:

To remove a group or user from a share, tap the x next to it:
ol Verizon &

X Share 'certificate of deposit' Remove...

/jennifer/certificate of deposit

Share Options Share History

Share Name .

@ : : Edit
certificate of deposit
Expires Edit
Never expires
Send Email Notifications
o @

es
Sharing Permissions
Allow selected users or groups v
Users (1) Groups (1)
Add Group
e 7ytgf Edit X
®© & <
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To make a share public:

1. Click the arrow beside your current Sharing Permissions choice.

ol Verizon ¥

X Share ‘certificate of deposit' Remove...
Share link
https://devl.codelathe.com/url/ 0@ m
pvdt2jjmfnwhrvnf
Modify Link

Shared File
/jennifer/certificate of deposit

Share Options

Share Name

Edit
certificate of deposit
Expi
pires Edit
Never expires
Send Email Notifications e

Yes

Sharing Permissions

lected users or groups v

Users (1)

The options Allow anyone with link, Allow anyone with link and a password, Allow selected
users or groups, and if it is available for the file, Allow anyone with secure web viewer link and a
password, appear.

2. Tap Allow anyone with link and a password to create a public share that requires a user to enter
a password to access it.
or
Tap Allow anyone with link to create a public share that does not require a user to enter a
password to access it.
or
If available, choose Allow anyone with secure web viewer link and a password to require users
to view the share through the Secure Web Viewer.
In this example, we choose Allow anyone with link and a password.
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X Share ‘certificate of deposit' Remove...

/jennifer/certificate of deposit

Share Options Share History

v, Allow selected users
or groups / Edit

Allow anyone with link and
a password Edit

Allow anyone with link

. @)
Allow anyone with secure
web viewer link and a pas...
Users (1) Groups (0)
e jaredtaylor978@gmail.com Edit X
@ &

The new choice is listed.
. Tap Save, and then tap OK.

Since we choose Allow anyone with link and a password, a Password field that is filled with an
auto-generated password appears. To view the password, click the eye icon. To change the

password, type over it and click Save.
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ol Verizon ¥ 2:03PM

X Share ‘certificate of deposit' Remove...

Share Options Share

Share Name

Edit

certificate of deposit
Expires .

P Edit
Never expires
Max Number of Downloads
2 Edit
(O downloads so far)
Send Email Notifications ()

Yes

Sharing Permissions

nyone with link and

View only v

Password

To change the permissions on a public share:

The default permission for the public share, View only, is listed under Sharing Permissions, but you
may change it to View and Download.

To change the permissions on a public share:
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ol Verizon
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X

Share ‘certificate of deposit'

Share Options Share

Share Name

certificate of deposit

Expires

Never expires

Max Number of Downloads

2

(0 downloads so far)

Send Email Notifications

Yes

Sharing Permissions

.
\View

wyone with link and

v only

Password

2. Tap the option, in this case, View and Download.

Remove...

Edit

Edit

Edit
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ol Verizon ¥ 2:03PM

X Share 'certificate of deposit' Remove...

Share Options Share

Share Name .
Edit
certificate of deposit
Expires .
P Edit
Never expires

Max Number of Downloads
2 Edit

(0 downloads so far)

Send Email Notifications
Voe | @

v View only

View and download

Password

View and download replaces View only.
3. Click Save.
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ol Verizon ¥ 2:04PM

X Share ‘certificate of deposit' Remove...

Share Options Share

Share Name

Edit
certificate of deposit
Expires .
P Edit
Never expires
Max Number of Downloads
2 Edit
(O downloads so far)
Send Email Notifications ()
Yes
Sharing Permissions
A nyone with link and
v
al /Or0
v and download v Save
Password
(O

To remove a share:
You can remove a share of a file if you have created the share.

1. Open the FileCloud app.
2. Navigate to the file whose share you want to remove.
3. Tap the more (three dot) icon next to the file or folder.
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= 2:04 PM @)
= i@ FiLEcLoud Q
A
My Files
D Name a Y 883

DI 19-20
May 26, 2020 8:18 AM i

Color options.jpg
119 KB Apr 20, 2022 1:24 PM

. backups
Apr 21,2022 8:48 AM

Enterprise File Sharing Best P... o
413 KB Dec 02, 2021 9:28 AM

447 KB Dec 02, 2021 9:28 AM

' FullSizeRender.MP4
Jd 3.62MB Feb 10,2022 2:15 PM

i
I_ FileCloud Online DataSheet.pdf N
(ol

™ IMG_0033.PNG
164 KB May 20, 2022 9:38 AM

= IMG_20220325115133492.jpg
4.76 MB Mar 25, 2022 6:51 AM

n IMG_20220403_131435154_HDR,j...
5.7 MB Apr 11, 2022 10:22 AM

4. Tap Share.
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«ll Verizon

@ FiLecLoud Q
r FileCloud Online DataSheet.pdf

Open with...
Download
Share...

Star

Apply color tag...
Email...

Send for approval...

®© AYIDL /BN

More info

l

Rename...

O

Copy...

Move...

Delete...

]

The share details open.
5. Tap Remove.
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«ll Verizon

Share 'FileCloud Online
X

DataSheet.pdf' / MO

Share link

< 0
Modify Link

Shared File
/jennifer/FileCloud Online DataSheet.pdf

Share Options Share |

Share Name

: . Edit
FileCloud Online DataSheet.pdf

Expires
Never Expires

Edit

Send Email Notifications ~
. e |

Sharing Permissions

Allov

selected users or groups v

Users (1) Groups (2)

The share is removed. Users who were given access to the share can no longer view it in their
Shared with me folder or access it through the share link.

Share an iOS Folder

The following options are available for sharing a folder:

+ Allow anyone with link (Public Share). No FileCloud account required.

+ Anyone anyone with link and a password (Protected Public Share). No FileCloud account
required.

+ Allow selected users or groups (Private share). FileCloud account required The shared folder
appears in the Shared with Me folder.

In addition, it is possible to control user access to the shared resource with read, write, or share
permissions.

You can use the FileCloud app to share folders on your mobile device with others. You can:
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¢ Create a direct link to the folder. This link can be sent via email to anyone who needs access to
that resource.

¢ Let FileCloud notify the users who you add to the share.

To share a folder:

1. Open the FileCloud App.
2. Navigate to the folder you want to share.
3. Tap the more icon next to the folder.

ull Verizon ¥ 2:00 PM @ 9o@m)
= @@ FiLEcLoud
A >
My Files :
:\ Name a EEE

. Requests ()

m Annuity template.docx 0o :

57 KB 23-05-2022 6:04 PM

BMNT-59 Double Vanity.dwg o :
3.91 MB 25-04-2023 1:15 AM

Conveyor Belt CB-900-3D D... o

560 KB 03-05-2023 6:55 PM

Custom pricing.pptx o

989 KB 02-02-202111:34 PM

FileCloud Online DataSheet - copy...

447 KB 23-05-2022 11:35 PM

™ ™ R

FileCloud Online DataSheet.p... o)
447 KB 28-05-2022 12:31 AM

‘: H} Insurance Policy 1.docx
25 KB 29-05-2020 10:56 PM

MySharingFlows.pptx
412 KB 14-05-202111:20 PM

4. Tap Share.
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oll Verizon

Download...

Share...

Star

J B & B

Apply color tag...

o;)

Available offline ® )

©

More info

0

Rename...

O

Copy...

&

Move...

=

Delete...

The folder is automatically shared privately although no share recipients have been added yet. A
screen for accessing the share options and copying/sending the share link opens.
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ol Verizon ¥

X Share 'Requests' Remove...
Share link
https://devl.codelathe.com/url/ 0@ E]
2ntvthySmzacxgmz
Modify Link

Shared Folder

[jennifer/Requests

Share Options

Share Name

Edit
Requests
Expires Edit
Never expires
Upload Size Limit (MB) Edit
Unlimited
Send Email Notifications
e @)

Sharing Permissions

To copy the share link:
To copy the folder share link:

1. Tap the Copy icon.
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ol Verizon ¥

X Share 'Requests' Remove...
Share link
https://devl.codelathe.com/url/ 0@ E]
2ntvthySmzacxgmz
Modify Link

Shared Folder

[jennifer/Requests

Share Options

Share Name

Edit
Requests
Expires Edit
Never expires
Upload Size Limit (MB) Edit
Unlimited
Send Email Notifications
e @)

Sharing Permissions

The screen displays the message Share link copied.
2. Paste the link into an email or text message and send it.
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To change folder share options:

The options for a share are listed under Share Options:
ull Verizon 10:54 AM

X Share 'Requests' Remove...
Share link
Modify Link

Shared Folder

/jennifer/Requests

Share Options Share History

Share Name

) Edit
Requests
Expires Edit
Never Expires
Upl i imi

p.oad Size Limit (MB) Edit

Unlimited
Send Email Notifications
\ @)

Yes
Sharing Permissions

For information on setting share options, see:

Share Options for Public and Private Folders

To add users to a private share:

If you can't see the Users and Groups tabs, scroll to the bottom of the screen.
To add a user to a private share:

1. Tap Invite users.
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oll Verizon

X Share 'Requests' Remove...
Share Options Share History
Share Name Edit

gqNPYxCDcQrH4ppzk

Expi
Xpires ) Edit

Never Expires

Uplogd Size Limit (MB) Edit

Unlimited

Send Email Notifications

o @

Sharing Permissions

Allow selected users or groups v

Users (0) Groups (4

No Entries

2. Enter a username or email that exists in your system, or enter a new user's email, and tap Add
Users.
If you enter a new user, FileCloud sends them an email with the share link and asks them to
create a FileCloud account to access the link.
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ol Verizon =

X Share 'Requests’ Remove...

X Invite users to this share

Add email address or account

Selected Users

'8 jared@example.com
w Jared

Add Users

A S DVF GH J KL
4 Z X CVBNM &
123 ) space return

The user is added to the share.
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oll Verizon

X Share 'Requests' Remove...
Share Options Share History
Share Name Edit

gqNPYXxCDcQrH4ppzk

Expi .
pires » Edit
Never Expires
Upl i imi .
p o;d Size Limit (MB) Edit
Unlimited
Send Email Notifications
ee L@
Sharing Permissions
Allow selected users or groups v
Users (1) Groups (0)
e jared Edit X
@ &

To change a user's private share permissions:

When you privately share a folder with a user, the user's permissions for the folder are shown in icons
below the username or email. By default, the user has view and download permissions for the folder.
You can also give the user upload and share permissions, and if they are allowed in your system, sync
and delete permissions. Note that other settings in FileCloud affect which permissions are available.

To change the user's permissions for the folder:

1. Across from the user's name or email, tap Edit.
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oll Verizon

X Share 'Requests' Remove...
Share Options Share History
Share Name Edit

qNPYxCDcQrH4ppzk

Expires .
pires Edit
Never Expires
Upload Size Limit (MB .
POz (MB) Edit
Unlimited
Send Email Notifications
o @
es
Sharing Permissions
Allow selected users or groups v
Users (1) Groups (0)
e jared Edit X
@ &

A popup shows the available permissions.

2. Check or uncheck permissions, and tap Apply.
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X Share 'Requests' Remove...

Share Options Share History

Share Name

Edit
gNPYxCDcQrH4ppzk
Expires . Edit
Never Expires
X Permissions for 'jared'
V] ©
|v| & Allow downloading
lv] & Allow uploading
(] «¢ Allow sharing
[ | & Allow syncing
[ | T Allow deleting
[ | € Allow managing
Apply

The changes to the permissions are saved.
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ull Verizon

X Share 'Requests' Remove...
Share Options Share History
Sh .
are Name Edit
gqNPYxCDcQrH4ppzk
Expires Edit

Never Expires

Upload Size Limit (MB)

. Edit
Unlimited
Send Email Notifications
y @)
es
Sharing Permissions
Allow selected users or groups v

Users (1) Groups (0)
e jared Edit X
@ & &

To add groups to a private share:
To add a group to a private share:

1. Tap the Groups tab, and then tap Add Group.
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oll Verizon 2

X Share 'Requests' Remove...
Share Options Share History
Share Name Edit

Requests
Expires Edit

Never Expires

Upload Size Limit (MB)

Edit
Unlimited
Send Email Notifications e
Yes

Sharing Permissions

Allow selected users or groups \ v
Users (1) \ Groups (0)
Add Group

No Entries

The groups that are available for you to add to the share appear.
2. Tap each group that you want to add to the share.
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ol Verizon

X Share 'Requests’ Remove...
Share Options Share History
?hare Name Edit

Requests

X Add Groups

Select groups to be added

{(*4) EVERYONE

° Group 1
° Group 41
° Human Resources Group

Y SHARE

(™) Support

3. When you are done selecting groups, tap Add.
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X Share 'Requests'
X Add Groups

Select groups to be added

7\ EVERYONE
e Group 1
° Group 41
;w SHARE

Groups To Add

e Human Resources Group

‘7 \ Support

The groups are added to the share:

Remove...

Add
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X Share 'Requests' Remove...
Share Name Edit
Requests
Expires .

P Edit

Never Expires

Upload Size Limit (MB)

) Edit
Unlimited
Send Email Notifications
Vee @,
Sharing Permissions
Allow selected users or groups v
Users (1) Groups (2)
Add Group

e Human Resources Group Edit X

@ &
e Support Edit X

@ &

To change a group's private share permissions:

When you privately share a folder with a group, the group's permissions for the folder are shown in
icons below the group name. By default, the members of the group have view and download

permissions for the folder.

You can also give the group upload and share permission, and if it is allowed in your system, sync and

delete permissions.

To change the group's permissions for the folder:

1. Across from the group, tap Edit.
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oll Verizon

X Share 'Requests' Remove...
Share Name Edit
Requests
Expires Edit

Never Expires

Upload Size Limit (MB)

. Edit
Unlimited
Send Email Notifications ()
Yes

Sharing Permissions

Allow selected users or groups v

Users (1) Groups (2)

Add Group

\

e Human Resources Group Edit X
@ &
Support Edit X
® &

2. A popup shows the available permissions.
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oll Verizon 10:30 AM

X Share 'Requests' Remove...

Share Name

Edit
Requests
Expires Edit
Never Expires
U . A
pload Size Limit (MB) Edit
Unlimited
CAand Crmail Nlatifinatinne
X Permissions for 'Human
Resources Group'
[v| © Allow viewing
[v| & Allow downloading
\ & Allow uploading
\ «§ Allow sharing
| | & Allow syncing
\ [ Allow deleting
Apply

3. Check or uncheck permissions, and tap Apply.
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X Share 'Requests’ Remove...
h
Share Name Edit
Requests
Expi
pires Edit
Never Expires

Upload Size Limit (MB)

v Edit
Unlimited
CAand Crail Natifianatinne
X Permissions for 'Human

Resources Group'
V| © Allow viewing
v| & Allow downloading
V| & Allow uploading
V| ¢ Allow sharing
: = Allow syncing

[i] Allow deleting

Apply

The changes to the permissions are saved.
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oll Verizon 10:31 AM

X Share 'Requests' Remove...
Share Name Edit
Requests
Expires Edit

Never Expires

Upload Size Limit (MB)

. Edit
Unlimited
Send Email Notifications e
Yes

Sharing Permissions

Allow selected users or groups v

Users (1) Groups (2)

Add Group
e Human Re%:%roup Edit X

(ORI IS

Support Edit X
@ &
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To remove a user or group from a share:

To remove a group or user from a share, tap the x next to it:

ull Verizon

X Share 'Requests' Remove...
Share Options Share History
Share Name Edit

qNPYXxCDcQrH4ppzk
Expires .
XP! Edit

Never Expires

Upload Size Limit (MB)
Unlimited

Edit

Send Email Notifications
@

Yes

Sharing Permissions

Allow selected users or groups v

Users (1) Groups (0)

A
\

e jared Edit X
® & &

To make a share public:
To change a private folder share to public:

1. Click the arrow beside your current Sharing Permissions choice.
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ol Verizon & 8:57 AM

X Share 'Requests' Remove...
Share Options Share History
h
Share Name Edit
Requests
Expires Edit

Never expires

Upload Size Limit (MB)

. Edit
Unlimited
Send Email Notifications e
Yes
Sharing Permissions
Allow selected users or groups v

Users (0) Groups (0)
No entries

The options Allow anyone with link, Allow anyone with link and a password, and Allow selected
users or groups appear.

. Tap Allow anyone with link and a password to create a public share that requires a user to enter
a password to access it.

or

Tap Allow anyone with link to create a public share that does not require a user to enter a
password to access it.

In this example, we choose Allow anyone with link and a password.
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ol Verizon ¥ 9:08 AM

X Share 'Requests' Remove...

Modity Link

Shared Folder

/jennifer/Requests

Share Options Share Hi

Share Name Edit
Requests
Expi
xpires ' Edit

Never expires

Allow selected users

or groups Edit

Allow anyone with link and

a password a

Allow anyone with link

o

Users (1) Groups (1)

Allow anyone with link and a password now appears under Sharing permissions.

. Tap Save, and then tap OK.

Since we chose Allow anyone with link and a password, a Password field that is filled with an
auto-generated password appears. To view the password, click the eye icon. To change the
password, type over it and click Save.
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ol Verizon ¥ 10:47 AM

X Share 'Requests' Remove...

Share Options Share Histo

Share Name

' . Edit
hTQuVbR8Jgunp54
Expi

xpires Edit
Never expires
Upload Size Limit (MB) Edit
Unlimited
Send Email Notifications
Voo @

Sharing Permissions

nyone with link and

yvord
/iew, download and upload v

Password

To change the permissions on a public share

For public folder sharing, the following permissions are available. By default, the share has View +
Download permission, but you may change it.

Permission Effect

View + Download (default) =~ Users can browse existing files and download files to the folder.
View + Download + Upload = Users can browse existing files, download files and upload files to the folder.

View + Upload Users can browse existing files, preview files (not download) and upload files to
the folder.
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Permission Effect

View Only Users can only browse existing files, and preview files in the folder (not
download).

Upload Only Users cannot browse existing files, but only upload files. It is like an upload-only

FTP folder.
It is also possible to create a web form to embed in other sites.

To change the share permission for a folder:

1. Tap Share Options.

aill Verizon 2

= @@ FiLEcLoud Q

My Files :

Name a

- Requests

m Annuity template.docx

2022 6:04 PM

BMNT-59 Double Vanity.dwg
231115 AM

3.91 MB 25-04-2C

Conveyor Belt CB-900-3D D... n
X Share 'Requests' Remove...
Share link
< 0
Modify Link
@ [his share is Public

anyone with lin Change

Share Options

The share screen expands.
2. Under Sharing Permissions, tap the current permissions (such as View and Download).
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«ll Verizon

X Share 'Requests' Remove...

Share link

< 0
Modify Link

Shared Folder
/jennifer/Requests

Share Options Share |

h N .

Share Name Edit

qNPYxCDcQrH4ppzk

Expires .
xpires Edit

Never Expires

Send Email Notifications ()

Yes

Sharing Permissions

Allow anyone with Iily o

View and download v

Permission options open.
3. Tap one of the permission options.
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«ll Verizon

X Share 'Requests' Remove...
Share link m
Modify Link

Shared Folder
/jennifer/Requests

Share Options Share History

View Only Edit

v View and download

/ Edit
View, download

and upload
View and upload

Upload Only

s

The permission appears changed.
4. Tap Save to save the changed permission.
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«ll Verizon

X Share 'Requests' Remove...
Share link m
Modify Link

Shared Folder
/jennifer/Requests

Share Options Share |

Share Name .
Edit

gNPYxCDcQrH4ppzk

Expires .
P Edit

Never Expires

Send Email Notifications &

Yes

Sharing Permissions

Allow anyone with link v \

View, download and uploac v Save

To remove a folder share:
You can remove folder shares that you have created.
To remove a folder share:

1. Open the FileCloud app.
2. Navigate to the folder whose share you want to remove.
3. Tap the more icon next to the folder.
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ull Verizon & 10:53 AM @ 9 (wm)
= @@ FiLEcLoud Q
A~ >
My Files :
(] Name a 888

. Requests 0o :

m Annuity template.docx o
57 KB 23-05-2022 6:04 PM

BMNT-59 Double Vanity.dwg o
3.91 MB 25-04-2023 1:15 AM

Conveyor Belt CB-900-3D D... 0 :

560 KB 03-05-2023 6:55 PM

Custom pricing.pptx o
989 KB 02-02-202111:34 PM

FileCloud Online DataSheet - copy...
447 KB 23-05-2022 11:35 PM

FileCloud Online DataSheet.p... o
447 KB 28-05-2022 12:31 AM

Insurance Policy 1.docx e
25 KB 29-05-2020 10:56 PM

MySharingFlows.pptx
412 KB 14-05-202111:20 PM

4. Tap Share.
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ol Verizon = 10:54 AM

Download...

Share...

Star

J B & B

Apply color tag...

o;)

Available offline ® )

©

More info

0

Rename...

O

Copy...

&

Move...

=

Delete...

The share details open.
5. Tap Remove.
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X Share 'Requests’ Remove...

A

<

Share link

Modify Link

Shared Folder

/ijennifer/Requests

Share Options Share History

Share Name

Requests

Expires

Never Expires

Upload Size Limit (MB)

Unlimited

Send Email Notifications

Yes

Sharing Permissions

0

Edit

Edit

Edit

The share is removed. Users who were given access to the share can no longer view it in their
Shared with me folder or access it through the share link.

To share files on i0S, see Share an iOS File.

For more detailed information about file and folder shares, see Sharing Files and Folders.

Delete, Move, Copy or Rename iOS data

In the FileCloud iOS app, you can delete, move, copy, and rename your files and folders.
You can perform the delete, move, and copy operations on a single file or folder or on multiple files
and folders at the same time, but you can only rename one file or folder at a time.

To access actions for multiple files and folders

To perform actions on multiple files and folders, check the checkboxes for the files and folders.

1. To select the files or folders, either:
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all Verizon & 8:59AM @ O (= all Verizon & 9:39 AM @ o (wm) il Verizon & 9:40 AM @ o =

E ﬁ FILECLOUD Q )( 1Item Selected X 3items selected O ]ﬂ]
a > B

"] Name a HH Name & HH

. o U HH
My Files :
V) DI19-20
| Name a HH | DI19-20 — .

) . Images

. Images
BB oe20 0 : _ I e
4 v Info Sheets
. | v - Info Sheets - -
mages
V] - New accounts
L - New accounts
. Info Sheets 0o :
J . backups
(] . backups
. New accounts : m Annuity template.docx
Annuity template.docx o ; worzpoer
57 KB 23-05-2022 6:04 PM
B sackeps o : O e o
M) " Example 2.docx
o 108 ME 2770872023 1207 A M FileCloud Online DataSheet - copy....
0 U 447 K5 23-05-2022 1135 PM
I I_ FileCloud Online DataSheet - copy....
447 KB 23-05-2022 1155 PM M FileCloud Online DataSheet.pdf
E’gamp‘l.eyzﬁd’o’c"xw o (s P — I_ 447 KB 28-05-2022 12:31 AM
108 MB 270972023 12:07 AW r FileCloud Online DataSheet.pdf
‘7 447 KB 28-05-2022 12:31 AM " .
I— FileCloud Online DataSheet -... ALCEEELIE X
447 KB 23-05-2022 11:35 PM . .
File Operations X Check additional files and
File Operations X
Checkboxes appear next to all folders thatfyou o )
files and folders. want to perform the action on.

Long press on a file or folder. )
The checkbox for the item you

selected is checked.
Icons for copy, move, delete, and
download appear at top.

If any folders are selected, as in
the above example, the download
icon is disabled since downloads
are not currently supported for
folders.

Or, if you want to act on many of the items in a folder:
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ull Verizon 9:40 AM all Verizon & 9:40 AM @ o wm il Verizon & 9:40 AM @ o wm
= a FILECLOUD Q X 41items selected 0w X 39items selected
/n* > M Ty
. . (V] Name a HH I/ gtiamela HH
My ;l(es’ :
§ A ) DI 19-20
[ ] Name a - v/ DI19-20
i (v] Images
. v Images
Bl o920 0 : L4 9
Info Sheets

Info Sheets
Images H

New accounts

. New accounts
Info Sheets e :

<J

backups

«J
TFEREPD
(

v backups
New accounts : m ‘/A uity template.docx
5 04 PM
‘m Annuity template.docx
. ) 57 KB 23-05-2022 6:04 PM — A/Example 2.docx

backups e : o 1.08 MB 27-09-2023 12:07 AM

() ~ Example 2.docx

. W 1.08 MB 27-09-2023 12:07 AM (V) FileCloud Online DataSheet - copy....

Annuity template.docx o : = 447 KB 23-05-2022 11:35 PM

57 KB 23-05-2022 6:04 PM

©

FileCloud Online DataSheet - copy....
I_ 447 KB 23-05-2022 11:35 PM 2 (v FileCloud Online DataSheet.pdf

447 KB 28-05-2022 12:31 AM

0

Example 2.docx L Y]
1.08 MB 27-09-2023 12:07 AM

) ' (V) FileCloud Online DataSheet.pdf ) .

& 447 KB 28-05-2022 12:31 AM File Operations X
I FileCloud Online DataSheet -...

447 KB 23-05-2022 11:35 PM

File Operations X If there are a few items that you
File Operations X : . don't want to
All of the folders and files in the perform the action on, uncheck
Tap the checkbox at the top of the list appear with them.
list of files and folders. checked boxes next to them.
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To copy multiple files and folders:

1. Select the files and folders and tap the Copy icon.

ull Verizon 10:20 AM G O @m

X 2items selected & ) @

-
Name a ==a

— @ 11920

«J

(«

H

Ll

Images
Info Sheets
New accounts

backups

Annuity template.docx

)5-2022 6:04 PM

57 KB 23-0

Example 2.docx

1.08 MB 27-09-2023 12:07 AM

FileCloud Online DataSheet - copy....
447 KB 23-05-2022 11:35 PM

FileCloud Online DataSheet.pdf
447 KB 28-05-2022 12:31 AM

IMG_2259.M0V

44.92 MB 12-01-2024 2:50 AM

FileCloud Online Version 23.261 FileCloud Mobile Access

The Copy message at the top of the screen indicates how many items you are copying.
A Duplicate here message appears at the bottom of the screen.
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ull Verizon & 10:19 AM C o (@m
X Copy 2 Items <
A > MyFiles
BB o920 0 :
. Images :
- Info Sheets 0o :
. New accounts
. backups 0o :
Annuity template.docx 0o :

57 KB 23-05-2022 6:04 PM

Example 2.docx 0 :

1.08 MB 27-09-2023 12:07 AM

FileCloud Online DataShe

447 KB 23-05-2022 11:35 PM

FileCloud Online Data$neet.p... o

447 KB 28-05-2022 12:31 AM

aik

| Duplicate 2 Items Here

44.92 MB 12-01-2024 2:50 AM

2. If you want to copy the items into the same location, tap the Duplicate here message.
OR
If you want to copy the items into another location, navigate to the location, and then tap the
Duplicate here message.
Copies of the files and folders are added to the location.

To move multiple files and folders:

1. Select the files and folders, and tap the Move icon.
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ull Verizon 10:18 AM

X 2items selected &

) oo

") B mages

") [ nfo Sheets
BB new accounts

"] B vackups

Annuity template.docx
57 KB 23-05-2022 6:04 PM

©

Example 2.docx
1.08 MB 27-09-2023 12:07 AM

«)

447 KB 23-05-2022 11:35 PM

@ 9 ()

0

— r FileCloud Online DataSheet - copy....

r FileCloud Online DataSheet.pdf

447 KB 28-05-2022 12:31 AM

E IMG_2259.M0OV

44.92 MB 12-01-2024 2:50 AM

FileCloud Online Version 23.261 FileCloud Mobile Access

The Move message at the top of the screen indicates how many items you are moving.
A Cannot move here message appears at the bottom of the screen because you are still in the

same folder as the original items.
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ull Verizon 10:20 AM @ 9 (wm)

X Move 2 Items <

A > MyFiles

BB o020 0 :

. Images :

. Info Sheets o :

. New accounts :

. backups 0o :
Annuity template.docx o :

57 KB 23-05-2022 6:04 PM

Example 2.docx 0o :

1.08 MB 27-09-2023 12:07 AM

~  FileCloud Online DataSheet -... 0o :
== 447 KB 23-05-202211:35 P °
~  FileCloud Online aSheet.p. 0o :
== 447 KB 28-05-202212: °
r@w Cannot Move 2 Items Here .

L4 44.92 MB12-01-2024 2:50 AM
—

2. Navigate to the location where you want to move the items, and then tap the Move items here
message.
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all Verizon & 10:20 AM @ O (=)
X Move 2 Items
A > MyFies > InfoSheets
~— - test.png o :

- S59KB 27-04-2023 8:11 PM °

!

Move 2 Items Here

A File Operations popup shows you the progress of the move operation. Then the items appear
in the new location.
Note: The popup and moved files may appear simultaneously if the files are moved quickly.
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ull Verizon 10:21AM @ O (em)

= @ FiLecLoud Q

A > MyFiles >

Info Sheets

D Name a

FileCloud Online DataSheet -... .
447 KB 23-05-2022 11:35 PM o

FileCloud Online DataSheet.p...
447 KB 28-05-2022 12:31 AM o

T test.png : :

- 59 KB 27-04-2023 8:11 PM 0 :

File Operations 2/2 o v
Transfers (0) Operations (2)

w [d
y

i) FileCloud O... 4

@  Successfully moved
jennifer/Info Sheet

KB

o @ g 4

i) FileCloud O... 447ke
@  Successfullv moved to / @ @ r&\

To delete multiple files or folders

1. Select the files and folders and tap the Delete icon.
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ull Verizon 10:22 AM @ 9 (wm)

X 2items selected & D m

Name a EEE
(] . New accounts
B . backups
M = Annuity template.docx

57 KB 23-05-2022 6:04 PM

M ~ Example 2.docx
R 1.08 MB 27-09-2023 12:07 AM
Ca IMG_2259.MOV

i 44.92 MB 12-01-2024 2:50 AM
Ca IMG_2531.MOV

_ 1.22 MB 12-01-2024 2:47 AM
— \§4 IMG_2660.JPG
— == 1.32 MB 12-01-2024 2:39 AM

'3 IMG_2661.MOV
— _EJ 14.06 MB 12-01-2024 2:46 AM
M ‘ IMG_2667.JPG
File Operations 2/2 X

2. Tap Delete to confirm deletion.
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ol Verizon 10:22AM

é My Files

| Name a

. New accounts

Delete 2 Iltems?

Are you sure you want to delete these
2 items?
This action cannot be undone.

Cancel Delete

IMG_2531.M0OV

1-2024 2:47 AM

IMG_2660.JPG

01-2024 2:39 AM

IMG_2661.MOV

1.06 MB 12-01-2024

& IMG_2667.JPG

B17 2024 2:25 AM

File Operations 2/2

The files are deleted.

To access actions for a single file or folder by tapping the more icon

1. Tap the more (triple dot) icon to the right of the file or folder.
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o))

2:01PM (@)
é My Files Q
[ J Name a HH

backups

03-06-2022 9:11 AM

API Doc Edits.docx D)

135 KB 11-08-2020 11:25 AM

AltimgTags - FileSharing.txt
138 B 09-03-202111:15 AM

Annuity template.docx e
61 KB 04-11-2020 2:56 PM M
Color options.jpg \ .
119 KB 21-04-2022 1:51 PM ®

Enterprise Content Management...
55 KB 05-03-202112:51 PM

File Sharing and Permissions.docx
19 KB 09-03-202110:16 AM

FileSharingAndCollaboration.docx :
45 KB 09-03-20211:37 PM °
IMG_0277.MOV :
1512 MB 07-06-2022 2:45 PM °

IMG_20190627_205121966_BURS...

635 KB 06-06-2022 12:17 PM

mﬁaag‘

A list of file actions opens. Rename, Copy, Move, and Delete are listed at the bottom of the list.
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= @@ FiLecLoud Q

My Filee

Color options.jpg

119 KB Apr 20, 2022 1:24 PM

(/' Open with...
Download
Share...

Star

Apply color tag...

Send for approval...

®© NI R

More info
) Rename...
Copy...
D Move...

[ii] Delete...
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To copy a single file or folder:

1. Access the file actions for the file or folder and tap Copy.

= @ FiLecLoud Q

a>

My Filee

- Color options.jpg

119 KB Apr 20, 2022 1:24 PM

[/1' Open with...
Download
Share...

Star

Apply color tag...

Send for approval...

®© AJID>H B

More info
) Rename...
Copy...
D) Move...

] Delete...
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A Duplicate here message appears at the bottom of the screen.
= 3:57 PM ()

Copy 1item

A > MyFiles

DI 19-20 o :

May 26, 2020 8:18 AM ®

. backups :
Apr 21,2022 8:48 AM °

Color options.jpg
119 KB Apr 20, 2022 1:24 PM

Enterprise File Sharing Best P... o

413 KB Dec 02, 2021 9:28 AM

FileCloud Online DataSheet - copy... e
447 KB May 23,2022 1:05 PM

447 KB Dec 02, 2021 9:28 AM

FullSizeRender.MP4
3.62 MB Feb 10, 2022 2:15 PM

i
I_ FileCloud Online DataSheet.p... ®)
Ll

™ IMG_0033.PNG

164 KB May 20, 2022 9:38 AM

W IMG_20220325.115133492.jpg
= 4.76 MB Mar 25, 2022 6:51 AM

Duplicate 'Color options.jpg' here

5.17 MB Apr 11, 2022 10:22 AM

2. If you want to copy the item into the same location, tap the Duplicate here message.
If you want to copy the item into another location, navigate to the location, and then tap the
Duplicate here message.
A copy of the file or folder is created in the location.
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= 3:57 PM (-
= @@ FiLecLoud Q
A >
My Files
D Name a Y EEE
DI 19-20 :
. May 26, 2020 8:18 AM o °

backups
Apr 21,2022 8:48 AM

119 KB May 25, 2022 2:57 PM ¢

Color options.jpg .
119 KB Apr 20, 2022 1:24 PM

Color options - copy.jpg .

Enterprise File Sharing Best P... o)

413 KB Dec 02, 2021 9:28 AM

FileCloud Online DataSheet - copy...
447 KB May 23,2022 1:05 PM

FileCloud Online DataSheet.p... (i

447 KB Dec 02, 2021 9:28 AM

|

FullSizeRender.MP4
3.62 MB Feb 10, 2022 2:15 PM

E ™ ™ ko

b

™  IMG_0033.PNG
164 KB May 20, 2022 9:38 AM
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To move a single file or folder:

1. Access the file or folder's actions and tap Move.

= @ FiLecLoud Q

a>

My Filee

- Color options.jpg

119 KB Apr 20, 2022 1:24 PM

[/1' Open with...
Download
Share...

Star

Apply color tag...

Send for approval...

®© AJID>H B

More info
) Rename...
Copy...
D) Move...

] Delete...
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Since you are in the same folder as the original item, a message on the screen indicates that you

cannot move the item here.
= 3:57 PM (-

X Move 1item
A > MyFiles

DI 19-20 (3 )

. May 26, 2020 8:18 AM
. backups :
Apr 21,2022 8:48 AM °

=8 Color options - copy.jpg
119 KB May 25, 2022 2:57 PM

Color options.jpg 3

119 KB Apr 20, 2022 1:24 PM

Enterprise File Sharing Best P... ®)

413 KB Dec 02, 2021 9:28 AM

FileCloud Online DataSheet - copy... .
447 KB May 23,2022 1:05 PM

FileCloud Online DataShee

447 KB Dec 02, 2021 9:28 AM

';2 FullSizeRender.MP4
| 3.62 MB Feb 10, 2022 2:15 P
™  IMG_0033.PNG

Cannot move 'Color options.jpg’
here

4.76 MB Mar 25, 2022 6:51 AM

2. Navigate to the location where you want to move the item.
Once you navigate out of the item's current location, a Move here message appears at the
bottom of the screen.

3. Tap the Move here message.
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= 3:58 PM

+

X Move 1item

A > MyFiles > DI19-20
Datasheets H

- Apr 06, 2022 3:10 PM 0 :

2022-03-08_10h44_32.png o

567 B Apr 06, 2022 3:09 PM

AbSubAddressBookSmall.JPG.jpg

26 KB Nov 06, 2013 8:50 AM

I_ FileCloud Server DataSheet.pdf :

488 KB Apr 06, 2022 2:48 PM M

E IMG_20210811.140409710_HDR~3... e

1.08 MB Aug 31, 2021 6:01 PM

IMG_20220403_112046295.jpg
3.93 MB Apr 04, 2022 12:41 PM

IMG_20220403_131435154_HDR,j...
517 MB Apr 03, 2022 8:14 fM

5.86 MB Apr 03, 2022 8§15 AM °

PagesWithCharg, txt ' I
1KB Feb 11,2022 10:74 AM

— Move 'Color options.jpg' here

73 KB Apr 05, 2022 9:40 AM

“ IMG_20220403_.131532629.jpg e
8

The file is moved to the new location.
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= 3:58 PM C_J
= @@ FiLecLoud Q
4 > MyFiles >
DI 19-20
j Name & ¥ i
Datasheets :
. Apr 06,2022 3:10 PM o ¢
- 2022-03-08_10h44_32.png 0 :
= 567 B Apr 06, 2022 3:09 PM ¢
AbSubAddressBookSmall.JPG.jpg .
‘ 26 KB Nov 06, 2013 8:50 AM M
Color options.jpg .
119 KB May 25, 2022 2:58 PM °
~~  FileCloud Server DataSheet.pdf .
= 488 KB Apr 06, 2022 2:48 PM ¢
ﬁ IMG_20210811_140409710_HDR~3... :
1.08 MB Aug 31, 2021 6:01 PM M
& IMG_20220403_112046295.jpg :
3.93 MB Apr 04, 2022 12:41 PM ®

IMG_20220403_131435154_HDR,j...

517 MB Apr 03, 2022 8:14 AM

IMG_20220403_131532629.jpg

5.86 MB Apr 03, 2022 8:15 AM

To delete a single file or folder:

1. Access the file or folder actions and tap Delete.
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= @@ FiLecLoud Q

My Filee

Color options.jpg

119 KB Apr 20, 2022 1:24 PM

(/' Open with...
Download
Share...

Star

Apply color tag...

Send for approval...

®© NI R

More info
) Rename...
Copy...
D Move...

[ii] Delete...

You are prompted to confirm deletion.
2. Tap Delete.
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ﬁ FILECLOUD

My Files

Name a Y

Delete file?

Are you sure you want to delete 'Color
options.jpg'?
This action cannot be undone.

Cancel Delete

FileCloud Online DataSheet - copy...

447 KB May 23, 2022 1:05 PM

FileCloud Online DataSheet.p... o

447 KB Dec 02, 20 8 AM

FullSizeRender.MP4

52 MB Feb 10, 2022 2:15 PM

IMG_0033.PNG

0

64 KB May 20, 2022 9:38

IMG_20220325_115133492.jpg

4.76 MB Mar 25, 2022 6

The file or folder is deleted.

To rename a file or folder:

1. Access the file actions for the file or folder, and tap Rename.
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= @@ FiLecLoud Q

My Filee

Color options.jpg

119 KB Apr 20, 2022 1:24 PM

(/' Open with...
Download
Share...

Star

Apply color tag...

Send for approval...

®© NI R

More info
) Rename...
Copy...
D Move...

[ii] Delete...
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2. Change the file name and tap Rename.

= @@ FiLecLoud Q

Rename file
Color options.jpg|

Cancel Rename

Color options.jpg
19KBM . 2 2:59 PM

] Enterprise File Sharing Best P... o
mim 413 KB Dec 02, 2021 9:28 AM

FileCloud Online DataSheet - copy... .

gwer ty ui op
a s df g h j k |
& Z X Cc Vb nm &

123 g space return
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Viewing File and Folder Information in iOS

You can view general information as well as activities, metadata, and comments for each file and
folder in iOS.

P

X Info

® &

Details

====  income statement for 2022.xls

Path

/[jared taylor/income statement for 2022.xls

Versions

Version 1 (current) v
by jared taylor 2022-Apr-08 13:35:40

How to access details tabs for a file or folder
There are two ways to access the details tabs for a file or folder.

Tap the more icon

1. For any file or folder, tap the more (3 dot) icon next to the file or folder.
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o))

12:47 PM -

< My Files Q

D Name a Y E::

“ 5.86 MB Apr 03, 2022 8:15 AM

E IMG_20220410_.122813763.jpg .
5.06 MB Apr 10, 2022 7:28 AM M
bank statement - Copy.xltx e

39 KB May 29, 2020 12:16 PM °

certificate of deposit - Copy.xlIsx
34 KB Nov 04, 2020 8:51 AM

certificate of deposit 2021 - Copy....
73 KB Nov 20, 2020 9:25 AM

income statement for 2022.xIs \

30 KB Apr 19, 2022 10:05 AM

insurance policy - Copy.dot .
72 KB May 29, 2020 12:19 PM

insurance two - Copy.dotx
65 KB May 29, 2020 12:24 PM

mortgage.xlt o
28 KB Apr 19, 2022 10:02 AM

A list of options opens.
2. Tap More info.
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é- My Files Q

income statement for 2022.xls

30 KB Apr 19, 2022 10:05 AN

N

Open with...
Download
Share...

Star

Apply color tag...
Email...

Send for approval...

®© AL IDLH

More info

0

Rename...

Copy...
‘D) Move...

il Delete...

The More info screen opens. From there, you can browse the information on the Details, Activity,
Metadata, and Comments tabs.
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P

X Info

@ W\

Details

—==== income statement for 2022.xls

3 Apr 1 022

/[jared taylor/income statement for 2022.xlIs

Versions

Version 1 (current)
by jared taylor 2022-Apr-08 13:35:40

Tap the information icon

FileCloud Online Version 23.261 FileCloud Mobile Access

This method is a shortcut, but is only available for shared files and folders, which have the information

icon next to them.
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If the file or folder has an information icon next to it, tap the icon.
1:54 PM (=)

< My Files Q

o))

3 Name a Y HH
5.86 MB Apr 03, 2022 8:15 AM .

Lo
H IMG_20220410_122813763.jpg

5.06 MB Apr 10, 2022 7:28 AM

bank statement - Copy.xItx
39 KB May 29, 2020 12:16 PM

certificate of deposit - Copy.xlIsx .
34 KB Nov 04, 2020 8:51 AM

certificate of deposit 2021 - Copy....
73 KB Nov 20, 2020 9:25 AM

= income statement for 2022.xls
= 30 KB Apr 19, 2022 10:05 AM ®

insurance policy - Copy.dot
72 KB May 29, 2020 12:19 PM

insurance two - Copy.do
65 KB May 29, 2020 12:24 PM

mortgage.xlt o :
28 KB Apr 19, 2022 10:02 AM

The Info screen opens. From there, you can browse the information on the Details, Activity, Metadata,
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and Comments tabs.

P —

X Info

® W ’ ]

Details Metada ymme

mortgage.xlt

Path
/jared taylor/mortgage.x|t
Versions

Version 1 (current) v
by jared taylor 2022-Apr-08 13:35:35

Viewing Version Information in iOS

On the Details tab of the Info screen, you can view version information.
To access the Info screen, see Viewing File and Folder Information in iOS.
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X Info

® "\ J

Details Activity date Comments

income statement for 2021 - Copy...

17 KB Apr 08, 2022 1:51 PM

Path

/jared taylor/Financial/income statement for 2021 -
Copy.xlIsx

Versions

Version 3 (current) v
by jared taylor 2022-Apr-08 13:48:07
Version 2 v
by jared taylor 2022-Apr-08 13:47:23
Version 1 v
by jared taylor 2022-Apr-08 13:45:46

Viewing Activities in i0S

FileCloud Online Version 23.261 FileCloud Mobile Access

A version is a modified copy of a file. Versions can be viewed, but not managed in iOS. However, they
can be managed in the user portal.
See View Previous Versions Of Files for information about managing versions in the user portal.

On the Activity tab of the Info screen, you can view recent activities performed on the file or folder.
To access the Info screen, see Viewing File and Folder Information in iOS.
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Details Activity Metadata

Comments

jared taylor
unknown action made to this file
April 8, 2022 at 2:51 PM

0 jared taylor
downloaded this file

April 8, 2022 at 2:49 PM

jared taylor
unlocked this file
April 8, 2022 at 2:48 PM

jared taylor

updated this file
April 8, 2022 at 2:48 PM

e jared taylor
locked this file

April 8, 2022 at 2:47 PM

jared taylor
downloaded this file
April 8, 2022 at 2:47 PM

Viewing and Adding Metadata in iOS

FileCloud Online Version 23.261 FileCloud Mobile Access

On the Metadata tab of the Info screen, you can view and add metadata information.
To access the Info screen, see Viewing File and Folder Information in iOS.
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For information about adding metadata to files and folders, see Adding Metadata.

—-.sv‘"“_— Cl L; A

Details Activity Metadata ~omments

Add metadata

content v } m

DLP allowed A Il

dip-allowed

@)
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Viewing and Adding Comments in iOS

On the Comments tab of the Info screen, you can view and add comments about the file or folder.
To access the Info screen, see Viewing File and Folder Information in iOS.

R

X Info
® W 0 2
Details Activity Metadata Comments

o jared taylor
May 31, 2022 at 2:37 PM

Please distribute this to the reviewers.

To add a comment to a file or folder, enter a comment in the comment box, and then click Add.
Note that you cannot tag a user in a comment added in iOS as you can when you add a comment in
the user portal.

File Locking in iOS

o File and folder locking is available beginning in version 23.232 of iOS.

Locking is available for both files and folders in iOS. It indicates that you are actively editing that file or
folder and don't want others to edit it as well.
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Locking must be enabled by your administrator in FileCloud to enable you to lock a file or folder.

When a file or folder is locked in iOS:

¢ Alock icon overlays the file or folder:
ul Verizon & 12:21PM lcx- 2 )

= @@ FiLEcLoud Q

My Files

Size a

. Info Sheets (i)

DI 19-20 @)

backups 0o

New accounts e

eoe

Images

Reminder.txt

21B17-01-2024 9:21 PM

nygaeNEeR

companylD.txt

22B02-0 4 9:25 PM

User Info.txt
=

35B13-01-2024 2:49 AM

File Operations 2/2 X

¢ The owner of the lock has full access to that file or folder and can modify it.
¢ Admins can always override a lock using the admin panel.

¢ Alock can be set up to prevent the locked file from being read. In that case other users cannot
download or view the locked file or folder.

¢ The following table shows the behavior depending on the type of lock.
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Lock type

Read
permitted

Read not
permitted

Access by lock owner

Full access to the file is available. Share/
Sync/Edit/Delete allowed.

Full access to the file is available. Share/
Sync/Edit/Delete allowed.

Locking a File or Folder in iOS

To lock a file or folder:

a. Tap the More icon to the right of the file or folder.
@ 9 ()

Q

ull Verizon 12:40 PM
= @@ FiLEcLoud
@ >
My Files
Name a

DI19-20

Images

Info Sheets

New accounts

backups

Annuity template.docx

7 KB 23-05-2022 6:04 PM

Example 2.docx

1.08 MB 27-09-2023 12:07 AM

IMG_2259.MOV
Lal y

44.92 MB 12-01-2024 2:50 AM

IMG_2531.M0V
Ca G_2531.M0

A list of actions for the file opens.

b. Tap Lock.

1.22 MB 12-01-2024 2:47 AM

FileCloud Online Version 23.261 FileCloud Mobile Access

Access by others

Only read is allowed. No modification
is allowed.

No access is provided. All access
using all clients is blocked.
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il Verizon

= i@ FiLEcLoud Q

Annuity template.docx

(4 Open With...
&, Download

&  Share...

ﬁ Star

E, Lock

E> Apply Color Tag...
4
®

Send for Approval...

More Info

() Rename...

) copy...
D Move...

] Delete...

A popup with lock options opens.

. To prevent the item from being modified by other users but to allow them to continue to
download and read it, just tap Lock.

To prevent others from modifying, downloading and reading check Prevent others from
downloading this file while locked before tapping Lock.

To set an expiration date for the lock, tap the Expires slider and choose an expiration date.

iPhone and iPad - 187



FileCloud Online Version 23.261 FileCloud Mobile Access

12:41PM

oll Verizon

@ FiLecLoud Q

A >
My Files g
| Name a o

BB o920 ;
X Lock 'Annuity template.docx’

You are about to lock the selected file

Locking indicates that you are actively working
on this file and prevents others from modifying it

Prevent others from downloading this file
while locked

@)

Expires

Jan 20,2024 12:41PM

Cancel Lock

d. The popup closes and a lock icon appears on the item.
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ull Verizon & 12:42PM @ Q9 wm)
= @ FiLecLoud Q
a >
My Files :
U Name a aas

B o920 @)

Images

New accounts e

. Info Sheets ®
O
O

back 0o :

nuity template.docx @)
@O 57KB23-05-2022 6:04 PM

Example 2.docx @
1.08 MB 27-09-2023 12:07 AM

IMG_2531.MOV
ke 4 122MB12-01-2024 2:47 AM
To view information about a lock

You can see who locked a file and if other users are not permitted to read it by accessing the Details
tab (tap the More icon at the end of the file's row and choose More Info, or, if there is an info icon for
the file, tap the Info icon).

iPhone and iPad - 189



oll Verizon 12:25PM

X Info
® M N 2

Details

G Reminder.txt

Path

/jennifer/Reminder.tx

& File locked (read blocked) by jennifer

Versions

Version 1 (current)

by jennifer 2024-Jan-17 21:21:14

To unlock a file or folder

1. Tap the More icon to the right of the file or folder.

FileCloud Online Version 23.261 FileCloud Mobile Access

The list of actions for the file or folder opens, but shows Unlock instead of Lock.

2. Click Unlock.
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il Verizon

(4 Open With...

&, Download

a®  Share...

'{} Star

§ Unlock

E> Apply Color Tag...
4
®

Send for Approval...

More Info
() Rename...
© Copy..
D Move...

Delete...

=

The item is unlocked and the lock icon no longer appears over it.
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al Verizon & 2:26 PM @ o wm)
= i@ FiLECcLoud Q
a >
My Files :
(] Name a gis

. backups (@) :

Mmplate.docx 0

57 KB 23-05-2022 6:04 PM

Example 2.docx :

1.08 MB 27-09-2023 12:07 AM *

Ca IMG_2259.M0V :
4 44.92MB12-01-2024 2:50 AM ¢

Successfully Unlocked Item Q

¥4 IMG_2660.JPG
= 132 MB12-01-2024 2:39 AM

File Approval in i0OS
Admins: You may disable file approval through user policies. See Disabling Send for Approval.

Users can send files to another user for approval and receive an approve or reject response. The
response does not change the file's status; the person who requests approval can take any next action
on the file whether it is approved or rejected.

From your iOS device, you can check if files have been sent to you for approval and if files you have
sent for approval have been approved or rejected. You can approve, reject, or send a comment about a
file that has been sent to you for approval, and you can exchange comments with an approver that you
have sent a file to.

To request approval of a file:

1. Log into the FileCloud app and navigate to the file that you want to send for approval.
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= 9:15 AM @)

& My Files Q

[j Name & Y s

- 13 KB 09-03-20211:54 PM ¢

Alt Img Tags - ITAR.docx
14 KB 09-03-20211:14 PM

Alt Img Tags.docx
13 KB 09-03-202111:34 AM

AltimgTags - FileSharing.txt
138 B 09-03-202111:15 AM

Annuity template.docx \ .

61KB 04-11-2020 2:56 PM N

119 KB 21-04-2022 1:51 PM

Color options.jpg

Enterprise Content Management... e
55 KB 05-03-202112:51 PM

19 KB 09-03-202110:16 AM

FileSharingAndCollaboration.docx
45 KB 09-03-2021 1:37 PM

JenEdits Smart Video Surveillance.,
4.55 MB 03-03-2021 10:32 AM

Ll
m File Sharing and Permissions.docx
(W]

gm_ Privacy Policies of Top Messaging... .

2. Tap the more (3 dot) icon for the file, and then choose Send for Approval.
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é My Files Q

m Annuity template.docx
61 KB 04-11-2020 2:56 PM

Open with...
Download
Share...

Star

Apply color tag...
Email...

Send for approval...

More info

®© AT I DS N

0

Rename...

Copy...
D Move...

i Delete...

A Send File for Approval dialog box opens.
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My Files

Send File for Approval

Send to:

Message:

Please, approve this file.

Attachments:

m Annuity template.docx

Cancel Send

FileSharingAndCollaboration.docx

45 KB 09-03-2021 1:37 PM

JenEdits Smart Video Surveillance.,
4.55 MB 03-03-2021 10:32 AM

Privacy Policies of Top Messaging...

3. In Send to, enter the usernames or email addresses of existing FileCloud users.
4. You may change the note in Message or leave the default of Please, approve this file.

5. Tap Send.
The approval is sent to the approvers' inboxes in FileCloud.
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Each approver will receive a notification alert, and can proceed to approve or reject the file.

* ¥ 9:18 AM @)
=0 i@ FiLEcLoud Q
4 All Files

My Files ® Team Folders

Shared with Me

© Recent Documents

O

No recent documents

W Starred

W

No starred documents

Approving files in i0OS

To check for approve activities on your iOS device:

1. Log into the FileCloud app on your iOS device.
A red dot overlays the menu icon in the upper-left corner to indicate that a file is awaiting your
approval.

2. Tap the menu icon.
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= e 9:18 AM
=0 @@ FiLEcLoud
4 AllFiles
My Files ® Team Folders

Shared with Me

© Recent Documents

O

No recent documents

W Starred

W

No starred documents

@)
Q

FileCloud Online Version 23.261 FileCloud Mobile Access

The navigation panel opens. A red dot with the number of files awaiting your approval overlays

the Actions link.
3. Tap the Actions link.
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all Verizon & 2:15PM

e jaredtaylor978

% Dashboard
© Recent

W Starred

< Shared by Me

WActions -

E File Operations

Q Settings

X Offline Files

Sync now

5 files
35 KB out of 14 GB
0 shares

€) Logout

The Actions screen opens to the Inbox tab. The Inbox tab shows files waiting for your approval.
From here, you can either approve or reject a file, view details, add a comment, or preview it.
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P

X Actions

&) Inbox @

% Jen
’ Please, approve this file.

Waiting for approval

=

2 minutes ago
C) g
£
(W)

Annuity template.docx

4. Tap the Sent tab to see files that you have sent for approval.
Status is either Waiting for review, Rejected, or Approved.
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From here, you can preview the file, view details, or add a comment.

R

é Action Details

Jen
-y Please, approve this file.

Waiting for review

Approved —— X
Rejected or Approved

10 minutes ago

(NCHa

‘ @ Annuity template.docx

W\ Activity

@ Commented by Jen
- Thanks - I'll make this live.

1 hour ago

Approved by Jared
1 hour ago
@ Action created by Jen
e 1 hour ago

To approve or reject a file

1. InyouriOS device, go to the Actions screen.
2. In the Inbox, tap the more (triple-dot) icon to the right of a file waiting for approval.
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P

X Actions

&) Inbox @

% Jen
Please, approve this file.

Waiting for approval

=

2 minutes ago
C, 9
£
(Wi

Annuity template.docx

Reject and Approve buttons pop up.
3. Tap one of the buttons.
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L

X Actions :

&) Inbox @ Ty Sent

Jen .
Please, approve this file.

=
® 3 minutes a
£
(W

Annuity template.docx

The file disappears from your Inbox.
In the user portal, the user who sent the approval receives a notification of the approver's action.
In the action screen of the user who sent the file for approval, the file appears in the Sent box as

approved or rejected:
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P

X Actions :

&y Sent

Jared

Please, approve this file.

(&) Approved
Q] 6 minutes ago

%] jennifer.perkins@codelathe.com

@ Annuity template.docx

The user can tap anywhere on the Sent message to view details about the approval.
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No SIM ¥ 9:27 AM a

é Action Details

Jen
Please, approve this file.

Approved

10 minutes ago

Annuity template.docx

(4]
C)
&
(Wi
“W Activity

Commented by Jen

Thanks - I'll make this live.

1 hour ago

Q Approved by Jared
1 hour ago

Action created by Jen

1 hour ago

To view details or comment on a file

You can view details and comment on a file, whether or not it has been acted on yet, in your Inbox or
Sent tab.

1. InyouriOS device, go to the Actions screen.
2. Go to the tab where the file appears.
3. Tap any blank area in the box for the file.
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No SIM & 12:05 PM L]
X Actions :
£ Inbox @ Sent

Waiting for approval

24 minutes ago

@ Jen
” Please, approve this file.
£

B croatia-identity-number - demo.txt

Details of the file open. Comments are treated as actions, so any comment that has already
been added appears under Activity.

4. You may enter a comment into the Write a comment box at the bottom of the screen, and tap
Add.
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No SIM < 11:43 AM (]

é Action Details

Jen
N Please, approve this file.

Waiting for approval

-4
® 2 minutes ago
&

E  croatia-identity-number - demo.txt

0/1 approved

W\ Activity

e Commented by Jared
Looks good N

1 hour ago

% Action created by Jen
_— 1 hour ago

In the user portal, the user who sent the file for approval receives a notification of the comment
and can view the comment from there, or can view the comment in the approval request on their
mobile device.

For instructions on approving or rejecting files in the user portal, see File Approval.

iOS Automatic Photo and Video Backup

You can automatically upload photos and videos from your mobile device to FileCloud.
i This feature must first be enabled on the server by your administrator.

Frequently Asked Questions

How often is the backup done?

The iOS app cannot operate (or start automatically) in the background, so when the user starts the
app, it checks and initiates the backup.
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What if the FileCloud App goes to the background?

Once the FileCloud app is started, in most cases, it tries to complete the upload even when the app is
in background.

What happens if a file is removed on the FileCloud server?

If a photo or video is present in the iOS device but is deleted, renamed, or moved in the remote
FileCloud server, then:

* The FileCloud iOS app treats the file as a new local image and uploads it to the server.

¢ The only way to prevent the file from being uploaded is to manually delete the file in the i0S
device itself.

What happens if the FileCloud Server folder is full?
In the following cases:

¢ The folder on the remote FileCloud Server is not available
e The folder on the remote FileCloud Server has been deleted

¢ The folder on the remote FileCloud Server is full
The iOS app will not upload any more photos or videos until that issue is resolved.
The status will be set to “Exception” in the app.
Is there a size limit when uploading?
There is no limit on the number or size of photos or videos that can be uploaded to FileCloud.

The only requirement is that you need to have enough free space to allow the app to import the photo
or video first and then upload it.

¢ For example, if you have a TO0MB video file, then you must have at least 110MB of free space.

¢ Once upload is completed, the temporary file is deleted

For Administrators: Enabling Automatic Backup
To enable automatic camera uploads:

Note: The Allow Sync Apps setting in Server Settings must be enabled for Allow camera uploads to
work. By default Allow Sync Apps is enabled.
1. In the FileCloud admin portal's left navigation bar, scroll down and click Settings. Then, on
(@]
the Settings navigation page, click Endpoint Backup .
The Endpoint Backup settings page opens.

2. Enable Allow camera uploads.
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Endeint BaCkup ) Reset to defaults I

Allow users to back up

o

Enable users to back up with FileCloud Sync app.

Allow camera uploads

o

Allow automatic backup of photos and videos from mobile devices.

Backup path

Root storage path for user backups. Admin can override in user details. If ‘My /SUSERNAME/backups/
Files' is disabled, admin must specify a new path in user details for each user.

Backup notification email

Email for notification of backup status

Configure Automatic Camera Backup
To configure camera backup settings:

1. Log in to the app, and tap the triple-dash icon in the upper left corner, then choose Settings.
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al Verizon & 1:44 PM o )
= <«——— [ FiLecLoud Q
A AllFiles
My Files ® Team Folders

® Network Shares

© Recent Documents Show All

= income statement for 2021 - Co...
30 KB May 29, 2020 10:47 PM

=~ income statement for 2021.xls
: 30 KB May 29, 2020 10:47 PM

insurance policy - Copy.dot
72 KB May 29, 2020 10:49 PM

W

No starred documents

W Starred
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ull Verizon & 1:29 PM

‘ Jennifer

Dashboard
Recent

Starred

Actions

File Operations

—

a
0
*
< Shared by Me
[0
=]
o

Settings

X Offline Files

Sync now

351 files
1.45 GB out of 14 GB
37 shares

€) Logout

The Settings options appear.
By default, Device pictures and videos is disabled.
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2. Enableit.
Service ¥ 4:17 PM

X Settings

Security

Enable passcode

Enable app integrations

Access your files from other apps

Synchronization

Files and folders

Synchronized items will be available in

"Offline Files’

Device pictures and videos

Automatically uploads all media from the

device to your server

Use cellular data

Synchronization will happen only over WiFi

Troubleshooting

Switch to classic interface...

Get log files...

About

N

A

.

FileCloud Online Version 23.261 FileCloud Mobile Access

Now the pictures and videos you take on your device are automatically backed up to your

FileCloud Server.

Star a File or Folder in iOS

You can star your favorite files and folders in FileCloud. The Starred folder appears on the dashboard.
You can also access it by tapping Starred in the navigation pane.

To add a file to starred:

1. Open the FileCloud App.

2. Navigate to the file or folder you want to star.

3. Tap the more (three dot) icon next to the file or folder.
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= 1:19 PM %)

= @@ FiLEcLoud Q
A > MyFiles >
Web Content

D Name a Y

Bank Account statement.pdf
317 KB 27-05-2020 1:22 PM

CD records.pdf \

311 KB 28-05-2020 11:23 AM

=

m Insurance Policy - Copy.docx .
38 KB 27-05-2020 10:57 AM ¢
m Insurance Policy.docx .
38 KB 27-05-2020 10:57 AM °

E InternalAccts.txt 0o :
18 B 21-12-2020 1:17 PM °

Mortgage - Copy.rtf
57 KB 02-11-2020 1:13 PM

copies of insurance payments.pdf
310 KB 28-05-2020 11:27 AM

The navigation panel opens.
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4. In the navigation panel, tap Star.
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Now a star appears next to the file or folder:

ﬁ FILECLOUD

CD records.pdf

311 KB 28-05-2020 11:23 AM

Open with...
Download
Share...

Star

Apply color tag...

Email...

Send for approval...

More info
Rename...
Copy...
Move...

Delete...
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= 1:20 PM %)
= i@ FiLEcLouD Q
4 > MyFiles >
Web Content
D Name a Y EEE

Bank Account statement.pdf
317 KB 27-05-2020 1:22 PM

CD records.pdf N

311 KB 28-05-2020 11:23 AM

&=

Insurance Policy - Copy.docx
38 KB 27-05-2020 10:57 AM

Insurance Policy.docx
38 KB 27-05-2020 10:57 AM

InternalAccts.txt 0o :
18 B 21-12-2020 1:17 PM ®
Mortgage - Copy.rtf .
57 KB 02-11-2020 1:13 PM °

copies of insurance payments.pdf
310 KB 28-05-2020 11:27 AM
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The Starred folder appears on the dashboard: You can also access it from the navigation pane.
= 1:20 PM %) = 1:20 PM %)
= @@ FiLecLoud Q = @ FiLecloud Q

A >
A AllFiles
Starred
= e () vemea 7 =
My Files ® Team Folders

>
o
o
o
c
3
—
(2]
coe

CD records.pdf ~a :

311 KB 28-05-2020 11:23 AM
Shared with Me

© Recent Documents Show All

IMG_20220412.135148722.jpg
= 3.59 MB 12-04-2022 8:51 AM

(w] customers.docx B
12 KB 13-04-2022 2:24 PM °
B  Color options.jpg B
119 KB 21-04-2022 1:51 PM °

W Starred
. Accounts :
CD records.pdf T—a :
:

311 KB 28-05-2020 11:23 AM

Apply Color Tag Metadata in i0OS

Color tag metadata enables you to assign colors to files and folders for categorization and searching.

For admins
For more information about color tag metadata, see Working with Built-In Metadata.

To apply a color tag to a file or folder:

1. Open the FileCloud App.
2. Navigate to the file or folder you want to apply the color tag to.
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3. Tap the more (three dot) icon next to the file or folder.

= 1:55 PM @)
= @ FiLEcLoud Q
a>
My Files
D Name a Y ass

Accounts o
21-12-2020 1:16 PM

Common files
09-12-2020 11:10 AM

Images
21-12-2020 2:17 PM

Tax Forms \

21-12-2020 1:32 PM

Web Content .
21-12-2020 2:19 PM ¢

20170417132847_Burst01.jpg
2.18 MB 28-06-2017 7:31 AM

API Doc Edits.docx 0o :
135 KB 11-08-2020 11:25 AM

Alt Img Tags - Document Sharing....
13 KB 09-03-20211:54 PM

Alt Img Tags - ITAR.docx

14 KB 09-03-2021 1:14 PM
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4. Tap Apply color tag.

= @@ FiLEcLoud Q
A >
My Files
[ I - — [T 1]
Tax Forms

21-12-20201:32 PM

Download...
Share...

Star

Available offline »

&
%S
W
> Apply color tag...
N
©,

More info

I:I] Rename...

Copy...

Move...

i Delete...

A pop-up displays colors.
5. Tap the color that you want to apply.

iPhone and iPad - 217



FileCloud Online Version 23.261 FileCloud Mobile Access

ﬁ FILECLOUD

My Files

E] Name a Y

- Accounts

Apply color tag

Cancel

Web Content

21-12-2020 2:19 PM

20170417132847_Burst01.jpg
2.18 MB 28-06-2017 7:31 AM

API Doc Edits.docx o

135 KB 11-08-2020 11:25 AM

Alt Img Tags - Document Sharing....
13 KB 09-03-2021 1:54 PM

Alt Img Tags - ITAR.docx
14 KB 09-03-2021 1:14 PM
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The color tag appears next to the file or folder.

= 1:56 PM @)
= i@ FiLEcLoud Q
A
My Files
D Name a Y EEE

Accounts o
21-12-2020 1:16 PM

Common files
09-12-2020 11:10 AM

Images
21-12-2020 2:17 PM

[
[
. —
[

Tax Forms @ .
21-12-2020 1:32 PM ¢

Web Content
21-12-2020 2:19 PM

20170417.132847_Burst01.jpg .
218 MB 28-06-2017 7:31 AM

API Doc Edits.docx (3

135 KB 11-08-2020 11:25 AM

Alt Img Tags - Document Sharing.... .
13 KB 09-03-20211:54 PM

Alt Img Tags - ITAR.docx
14 KB 09-03-2021 1:14 PM

Searching on FileCloud in iOS

File and folder name search as well as content search are available in FileCloud on iOS; however, the
content search feature is only available if it is configured in your system. Searching is case-insensitive.

Content search hits are returned with the matching string emphasized except in the case of lengthy
search results, where omitting emphasis achieves quicker response time.

To perform a search:

1. In the FileCloud iOS app, navigate to the folder that you want to search, or remain in the
dashboard to search all files and folders.
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Note that searches only look in the selected folder and its sub-folders. It does not search in
parent folders.

2. Tap the Search icon in the upper right corner.
= 12:14 PM ()

i@ FiLECLOUD Q

4 AllFiles
My Files ® Team Folders

Shared with Me

© Recent Documents Show All

m Alt Img Tags - Document Sharing....

13 KB 09-03-20211:54 PM

Cal Restore Widget Animation.gif
9.21 MB 07-01-2022 12:04 PM

m Startup Marketing Trends Jen.docx .

187 KB 03-03-202111:40 AM

W Starred

CD records.pdf

311 KB 28-05-2020 11:23 AM
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3. Enter your search term, and tap Search.
= 12:14 PM ()

& Submit] Q C

“D  submit

“Submit” Submitted Submitting
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Your search results are listed. Content search results are bolded.
= 12:13 PM -)

& Results for "Submit" Q C

Tips and Tricks.txt

114 B - 08-06-2022 11:11 AM

1. Do not click submit more than once. 2.
Instead of entering your address twice,
check the same

A > jennifer

4. Perform any of the following actions after the search results are returned:
e Tap afile to preview it or tap a folder to open the location.
e Tap x in the search bar to perform another search.

« Tap the back arrow to return to the folder.

To view prior search results:
After you perform a search, the results are cached.

1. Tap the Search icon.
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= 12:14 PM ()
= i@ FiLECLOUD Q
4 All Files
My Files ® Team Folders
Shared with Me
© Recent Documents Show All

m Alt Img Tags - Document Sharing....

13 KB 09-03-20211:54 PM

E' Restore Widget Animation.gif

9.21 MB 07-01-2022 12:04 PM

m Startup Marketing Trends Jen.docx
187 KB 03-03-202111:40 AM

W Starred

CD records.pdf

311 KB 28-05-2020 11:23 AM ¢

2. Tap on a prior search listed under the search box to see the cached results of the search.
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3:25 PM (@ )

insurance

custom

new

COlOr <

comp

startup

123456789

9)
5 0 O & b Y I N

rollana

| Thanks Hi

QWERTYU I OP

3. To discard the cached results and perform the search again, tap the repeat icon.
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= 3:40 PM @)

& Results for "color" Q C

Color options - copy.jpg
119 KB - 09-06-2022 1:03 PM

A > jennifer

Color options.jpg

19 KB - 21-04-2022 1:51 PM

A > jennifer

View Uploads and Downloads with FileCloud Live Activities

The ability to view FileCloud live activities in iOS is available in version 23.232 and higher.
The live activities feature is only available on devices that use iOS 16.1 and higher.

By default, the status of a file upload or download from your FileCloud account is displayed on your
device when the FileCloud app is in the background or your device is locked.
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oll Verizon ¥

Thursday, January 11

416

. IMG_2661.MOV.mov

In progress

Your transfer is in progress

Allow Live Activities from FileCloud?

Don't Allow Allow

Press home to unlock

If you don't want to show FileCloud live activities on your lock screen, click Don't Allow.

You can also go to your iOS settings and click the FileCloud icon to view FileCloud access settings.
From there, toggle the Live Activities slider to show/not show FileCloud live activities on your lock
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screen.
il Verizon 4:38PM o wm)
< Settings FileCloud

ALLOW FILECLOUD TO ACCESS

% Photos Full Access

© siri & search

Live Activities ()
(2] Background App Refresh (@ )
(@) cellular Data " @

FILECLOUD SETTINGS

Acknowledgments

View File Operations in i0OS

You can view records of recent uploads and downloads, copies and moves, and sync operations in the
File Operations window.

The File Operations window opens automatically after you perform one of these operations. If the
operation is still being performed, the window shows you its progress; if the operation completed
successfully the window displays a Complete message. When the progress bar or message
disappears, you can see records of the operation and previous operations.
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12:01PM

wll Verizon & @N)

g FiLEcloud Q

S MuFilae

) Example 2.docx (i)

Open With:‘/
Download

Share...

R

Lock
Apply Color Tag...

Send for Approval...

g

&

S

¥y Star
&)

©

4

@ More Info
D Rename...
Copy...
D Move...

[l Delete...

Here the, user downloads the file
Example2.docx.
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il Verizon & 12:01PM am)
= @ FiLecLoud
A > MyFiles >
DI 19-20
() Name a i
—1 2023-12-05.10h16_03.png :
=% 49 KB Dec 05, 2023 8:46 PM &
bank statement.xltx 0
39 KB May 29, 2020 10:46 PM
~  Example 2 (2).docx
1.08 MB Jun 26, 2024 9:15 PM
File Operations 8/9 RV
Transfers Operatio ¢ svnes (4)
(4) ns (5) Synesiié
All v
Download Complete Q

Downloaded files are available in

'Offline Files'

bank stateme... 39ks
® Download complete

@ g &

The File Operations window opens
and shows the message Download
Complete.

il Verizon & 12:01PM ae )
= @ FiLecloud Q
A > MyFiles >
DI 19-20
() Name a o

1 2023-12-05.10n16_03.png

=l 49 KB Dec 05, 2023 8:46 PM

bank statement.xltx 0
39 KB May 29, 2020 10:46 PM

Example 2 (2).docx
1.08 MB Jun 26, 2024 9:15 PM

File Operations 8/9 v
Transfers Operatio @ P
(4) ns (5) Synes(4)
All v

Example 2.docx 11ve ) L &

© Download complete

bank stateme... 39 ks

© Download complete

© g & i

When the message disappears,
the user can see the downloaded
file Exmple2.docx, and can also
perform preview, share, download
and other actions on the file by
tapping the icons next to it.

If the file completes with an error, a red dot appears next to its tab, and when you click the tab, the file

is shown with an error message.
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al Verizon & 3:58PM am
= i@ FiLEcLoud Q

A > MyFiles >

Info Sheets :
Name a EEE

~ FileCloud Online DataSheet... :

447 KB May 23,2022 11:35 PM °

~ FileCloud Online DataSheet.... .

447 KB May 28, 2022 12:31 AM *

T - test.png :

- S9KB Apr 27,2023 811 PM O *

File Operations 22/23 v

Operatio ¢
ns (18)

Failed v

test.png soke
© CLFC-01482 Source and Destination paths are the same
(/jennifer/Info Sheets/test.png to /jennifer/Info Sheets/
test.png)

Duplicate Cancel

You can also open the File Operations window manually to view records of recent operations.

Opening the File Operations window manually

To open the File Operations window manually:
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1. Tap the menu icon in the upper left of the screen.

= 3:51PM @)
= <«— [ rieclowd Q
A" AllFiles
My Files ® Team Folders

Shared with Me

© Recent Documents Show All

architectural_-_annotation_scaling...
185 KB 03-05-2022 2:58 PM

m Annuity template.docx .
61 KB 04-11-2020 2:56 PM °

E croatia-identity-number - demo.txt
9 B 24-05-2019 9:17 AM

W Starred
CD records.pdf .
311 KB 28-05-2020 11:23 AM °
Transfers X

A navigation pane opens.
2. Tap File Operations.
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ull Verizon 2:03PM
Jennifer
- A —

4 Dashboard
© Recent

W Starred

< Shared by Me
B Actions

E File Operations

0 Settings

X Offline Files

Sync now

3665 files
1.45 GB out of 14 GB
37 shares

€) Logout

3. The File Operations window opens to the Transfers tab or the last tab you opened.
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ull Verizon 2 2:04PM o@ )
= @ FiLEcLoud Q
4 AllFiles
My Files ® Team Folders

® Network Shares

© Recent Documents Show All

== inAAma ctatamant far 2021 - O -

File Operations 9/9 v
Transfers Operations
(4) (5) el
All v

Example 2.docx 11m8 RO dg &]

& Download complete

bank stateme... z9ks @ o@ &]

& Download complete
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The Transfers tab (uploads and downloads)

sl Verizon = 12:54PM 5@ ul Verizon & 12:54PM a@)
= FILECLOUD —
4 Q - @@ FiLEcLoud Q

A > MyFiles >
A > MyFies >

DI 19-20
= DI 19-20 :
[7\ Name a HHH H
L 11}
—— 2023-12-05.10n16._03.png . [ ] Name a HH
=% 49 KB Dec 05, 2023 8:46 PM °
bank statement (2).xItx .
39 KB Jun 27, 2024 10:16 PM ° J AII E
bank statement.xltx
39 KB May 29, 2020 10:46 PM o Canceled
Fi i 5/5 v .
ile Operations 5/ Falled
Transfers Operations Syncs (2) p o .
@ 3 >Y Finished
v
Idle
All v
In Progress s (2)
g Customers.txt 2446 & & i yncs
® Upload complete M
Paused

bank stateme... 398 ® (xg é,

© Download complete

The Transfers tab lists all recent upload \

and download operations.

Eg Customers.txt 2448 @ O(g é. ;

Upload complete

bank stateme... 39ks @ o@ &]

® Download complete

You can filter which transfers are shown by tapping the All drop-
down arrow and choosing an option.
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The Operations tab (copies and moves)

all Verizon & (ven 2:42PM om all Verizon = (v 2:43PM am )
= FILECLOUD —
= w = @@ FiLEcLoud Q
A > MyFiles
backups A > MyFies >
Name & e backups :
. jennifer_client_logs : ‘ J Name a EEE
v All s
Canceled
File Operations 9/9 v 0
Failed
ers Operations Svnes (5)
() Finished
v
All v Idle
In Progress =
] Example 2.do... 1028 me Syncs (5)
L, Bemplezdo. worve o o & g |
DI 19-20/Example 2 - copy.docx
Paused
i IMG_2670.JPG 535
.ADO Successfullv moved to fiennifer @ «g &J
The Operations tab lists all recent copy
and move operations.
| | Example 2.do... 108me
O Successfully copied C@ é H
DI 19-20/Example 2 - copy.docx
{0 IMG_2670.0PG sssve @ o0 g

® Successfullv moved to fiennifer

You can filter which operations are shown by tapping the All
drop-down arrow and choosing an option.

Resolving issues on the Operations tab

If a copy or move is fails, the Operations tab displays a red dot. To view failed operations, choose
Failed in the Filter operations drop-down list.

If there is a way to resolve the failure, buttons under the issue give you the option of resolving it or
cancelling it.
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all Verizon & 2:50PM [

ull Verizon 2:50PM

am)
= @ FiLEcLoud Q = @ FiLecious

Z\ i
@A > MyFies >
A > MyFiles >

Images :
Images $ o
() Name a i
[] Name a aas
\7’ 5 20231210-1042_001.jpg .
[ 591KB Jan 12, 2024 2:36 AM ©
s 20231210-1042_001.jpg . )
& 591KB Jan 12, 2024 2:36 AM ° 20231210-1044.001jpg :
452 KB Jan 12, 2024 2:43 AM
20231210-1044_001.jpg . AllowedAndDisallowed.png :
452 KB Jan 12, 2024 2:43 AM . 11 KB Jun 27,2024 12:14 AM °
. IMG_2695.PNG .
AllowedAndDisallowed.png . 119 KB Jan 17, 2024 1:43 AM °
11 KB Jun 27, 2024 12:14 AM °
OurValues (2).png .
42 KB Jun 27,2024 12:20 AM ©
File Operations 12/13 v
OurValues.png .
42 KB Jan 10, 2023 6:46 PM 0 °
Transfers Operatio ¢ . -
Syncs (5)
(5) ns (8) y (
Failed v
File Operations 13/13 X
“—© CLFC-01482 Source and Destination paths are the same If you tap Duplicate, a copy of the file with a
g{fr’y‘?‘lfjgg”;sg;”/o“r"a'“es'P”g to fjennifer/images/ number appended to it is added to the same
location, and the failed result is replaced with
Duplicate Cancel a successful one.

If you attempt to copy a file or folder into its original location,
the copy operation fails, but gives you the option of
duplicating the file in the location or cancelling the
operation.

If you tap Canceled, the Duplicate and Cancel buttons are
removed. (Now the listing can be found by filtering on
Canceled instead of Failed).

The Syncs tab (offline sync and media sync operations)

To view the results of Sync operations:
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1. Select the Syncs tab if it is not already selected.
The Syncs tab lists the most recent offline sync operation, either in progress or recently

completed. The tab also shows the most recent completed or in progress media sync.
ull Verizon & 3:35PM @ 63% @)

_ @@ FiLecLoud Q

A > MyFiles >

backups

Name a

. iPhone

File Operations 1/1 v

Transfers (1) Syncs (2)

Media Sync /

3 Media Sync - 2025-01-21 20:35:25

In progress

Offline Sync /

7~ i _ ~01- .nq.
% Offline Sync - 2025-01-2112:21:47 5

@ Finished

2. To view detailed information or logs of a sync, click the arrow next to the listing.
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To filter sync logs

il Verizon

0 errors

All v

09:41:13

09:41:14

09:41:14

09:41:14

09:41:14

09:41:14

10:30 AM

Offline Sync - 2024-06-25 13:41:13 v

Offline sync started - initiated by user

Syncing folder /jennifer/DI 19-20 from
https://

Syncing /jennifer/DI
19-20/2023-12-05_10h16_03.png

Syncing /jennifer/DI 19-20/
AllowedAndDisallowed.png

Syncing /jennifer/Dl 19-20/bank
statement.xltx

Syncing /jennifer/DI 19-20/Example
2.docx
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ol Verizon ¥

3:35PM

Media Sync - 2025-01-2120:35:25

0 errors

9 63% @

15:35:25

15:35:26

15:35:26

15:35:27

15:35:27

15:35:27

15:35:27

15:35:27

File/folder sync log

Media sync started - initiated by user

Verified media sync is setup correctly

Beginning media sync, files will be

synced to /

Syncing IMG_4396.JPG

Syncing IMG_4390.JPG

Syncing IMG_4389.JPG

Syncing IMG_4386.JPG

Syncing IMG_4385.JPG

[backups

Media sync in progress

You can filter sync logs by tapping the drop-down arrow next to the Filter Logs field and choosing an

option.
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ol Verizon 3:20PM

Vs

Offline Sync - 2024-06-25 14:49:36

A
1errors /
]
Warning
iiated by user
Info y
)119-20 from
m...
Error #
v Al 5_03.png

10:49:38 Syncing /jennifer/DI 19-20/
AllowedAndDisallowed.png

10:49:38 Syncing /jennifer/DI 19-20/bank
statement.xltx

10:49:38 Syncing /jennifer/DI 19-20/
IMG_2670.JPG

For example, if you want to see a list of sync errors, you can choose Error to view them all together.
To view a particular error in context of the log, tap the info icon next to it.
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Offline Sync - 2024-06-25 14:49:36

1errors

10:49:39 This client is not allowed to
synchronize /jennifer/backups or
the remote folder does not exist

FileCloud Online Version 23.261 FileCloud Mobile Access

A More Details box shows you the error as it appears within the log, so you can see its context.
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«ll Verizon 3:20PM

1errors

10:49:39 This client is not allowed to
synchronize /jennifer/backups or the
remote folder does not exist

More Details X

(1).PNG

10:49:38 Syncing /jennifer/DI 19-20/
Supply List.txt

10:49:39 This client is not allowed to
synchronize /jennifer/backups or the
remote folder does not exist

10:49:39 Finished background sync

For more information about sync operations, see iOS File Sync.

iOS File Sync

You can choose to synchronize FileCloud folders and their contents with your iOS device:

¢ Download files on your device to access them while offline
« Update your local version of a file when the remote version has changed
¢ Add new local files that will be uploaded remotely when connectivity is available

When you activate this option you can choose between:

Mode Description
Two Way This option will download changes from server as well as upload changes from the device
Sync back to the server
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Mode Description
Download This option will ignore any changes made to local downloaded files and will download
Only changes from the server only

In order to synchronize a file, the following requirements must be met:
¢ Syncing My Files - Your admin must enable Sync.
¢ Syncing Team Folders - Your admin must enable Sync and give you sync permission on the
specific team folder.

¢ Syncing Network Shares - Your admin must enable Sync and enable syncing of network folders
(in FileCloud storage settings), and give you Sync permission for the specific Network Share.

e Locally renaming the root sync folder is detected as a deletion of that folder during two-way syncing,
so the renamed root folder will be remotely deleted on the server and no further sync will happen
from there on.

This limitation only happens when renaming the root folder, and not when renaming its child items.

View Offline Sync settings

Settings that configure FileCloud sync can be viewed and managed from the Settings screen. The
Files and folders setting is enabled by default; if you disable it, files and folders that you individually
configure for automatic syncing will not sync automatically.

To access sync settings:

1. Open the FileCloud iOS app.
2. Tap the menu icon in the upper left of the screen.
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= 3:51PM @)
= «— @ FiLEcloud Q
4 AllFiles
My Files ® Team Folders
Shared with Me
© Recent Documents Show All
architectural_-_annotation_scaling... :
185 KB 03-05-2022 2:58 PM °
m Annuity template.docx .
61 KB 04-11-2020 2:56 PM °
= croatia-identity-number - demo.txt :
9 B 24-05-2019 9:17 AM ¢
W Starred
CD records.pdf :
311 KB 28-05-2020 11:23 AM ¢
Transfers X

A navigation pane opens.
3. Tap Settings.
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ull Verizon & 1:29PM

‘ Jennifer

Dashboard

Recent

Starred

Shared by Me

Actions

B8 A % 0 3

File Operations

Settings /

Offline Files

Sync now

351 files
1.45 GB out of 14 GB
37 shares

&

€) Logout
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4. Make any changes to the Synchronization settings.
ol Verizon & 2:32PM 8 64% @

X Settings

Security

Enable passcode

Enable app integrations

Access your files from other apps

A Y

Media Sync
Enable media sync

Automatically upload media files from the (>

device to your server

Backups Destination

/jennifer.perkins/backups

Offline Sync

Automatic sync e

Offline files will be updated automatically

Data Usage
Transfer files only over WiFi

Synchronization will happen not when )
connected to cellular data

Setting Description

Automati = Enabled by default. Turns on automatic syncing for files and folders that are enabled for
c Sync syncing. If this is disabled, even files and folders enabled for syncing are not synced
automatically.

Data Disabled by default, so that synchronization only occurs when your device is connected to
Usage wifi. When enabled, synchronization occurs over wifi or cellular data.

Enable automatic sync for a folder
All files in the folder and its sub folders are marked for sync. Empty folders are not synced.

To enable automatic sync:
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1. Open the FileCloud iOS app.
2. Navigate to the folder you want to automatically sync when changes are made to its contents.
3. Tap the more (three dot) icon next to the file or folder.

ul Verizon F (vPy) 3:07PM o)
= @ FiLecLoud Q
a o
My Files :
[ ] Name a 555

- backups O :
B oo \0‘ :
. Images O :
. Info Sheets o :
. internal documents o :
. jennifer :
BB reauests O :
. Tax

File Operations X

File options appear.
4. Tap Available Offline.

A Select sync mode dialog box opens.
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5. Choose Download Only or Two Way Sync.
ol Verizon & 3:08PM

@ FiLecLoud

My Files

Select sync mode for 'DI 19-20'

You can choose to sync "Download Only",
where local changes will not be reflected in
the server, or "Two Way Sync" where your
local changes will be sent back to the
server.

Cancel
Download Only

Two Way Sync

File Operations

Now this folder and its contents are automatically synced either as a one-way download or in
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both directions based on your selection, and an Available Offline icon appears next to the folder:

ull Verizon & 3:08PM g )
= @ FiLEcLoud Q
a >
My Files -
(] Name a HHH

o
[
O
=
c
©
n

//

y

@ © @ 0 @

DI 19-20

Images

Info Sheets

internal documents

jennifer :

Requests

Tax

File Operations X

Manual syncing

When the synchronization setting Files and Folders is enabled in the FileCloud app settings and
specific files and folders are configured for automatic syncing, sync will occur automatically at
intervals. However, you can initiate syncing of configured files and folders at any time by tapping Sync
now.

To initiate a sync manually:

1. Open the FileCloud iOS app.
2. Tap the menu icon in the upper left of the screen.
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= 3:51PM @)
= «— @ FiLEcloud Q
4 AllFiles
My Files ® Team Folders
Shared with Me
© Recent Documents Show All
architectural_-_annotation_scaling... :
185 KB 03-05-2022 2:58 PM °
m Annuity template.docx .
61 KB 04-11-2020 2:56 PM °
= croatia-identity-number - demo.txt :
9 B 24-05-2019 9:17 AM ¢
W Starred
CD records.pdf :
311 KB 28-05-2020 11:23 AM ¢
Transfers X

A navigation pane opens.
3. Tap Sync now.
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ull Verizon & 1:29PM

‘ Jennifer

Dashboard
Recent

Starred

Actions

File Operations

a
(Y
*
«{ shared by Me
a
=]
=

Settings

X Offline Files

oo R

351 files
1.45 GB out of 14 GB
37 shares

€) Logout

The Sync button now displays Syncing and rotating arrows to indicate that synchronization is
taking place for all sync-enabled files and folders.
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ul Verizon & 3:30PM

@ Jennifer

Dashboard

»

Recent

Starred

Shared by Me

Actions

r 8 A % O

File Operations

Settings

&

A

Offline Files

351 files
1.45 GB out of 14 GB

37 shares

&) Logout

View sync results

Team Folders

Show All

1-0rn =

Syncs (4)

419:30:32

FileCloud Online Version 23.261 FileCloud Mobile Access

You can see the results of your recent offline sync operations in the File Operations window.

To access the File Operations window:

If you perform a manual sync by tapping Sync Now, the File Operations window automatically opens

when the sync begins.

If you want to check results of previous syncs, either automatic or manual, tap the menu icon in the
upper left of the screen, and in the navigation pane, tap File Operations.
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Tap the menu icon in the upper left of the screen. Then tap File Operations.
= 3:51PM ull Verizon 2 9:33AM o (=

)
<«— @@ riLeclowd Q 3 Jennifer =

4 AllFiles

E m Dashboard a

R t Team Folders
My Files ® Team Folders Ll

Starred

a
C]
) ¢
«{ Shared by Me
a
=]
&

Shared with Me Show All
Actions ,
© Recent Documents Show All . . / :
File Operations *
architectural_-_annotation_scaling... e .
185 KB 03-05-2022 2:58 PM . Settings o :

m Annuity template.docx
61KB 04-11-2020 2:56 PM ° X Offline Files o

= croatia-identity-number - demo.txt e

9 B 24-05-2019 9:17 AM

351 files
Y Starred 1.45 GB out of 14 GB
37 shares
CD records.pdf .
311 KB 28-05-2020 11:23 AM ° ents
&) Logout

Transfers X

The File Operations window opens at the bottom of the screen.

To view the results of Sync operations:

1. Select the Syncs tab if it is not already selected.
The Syncs tab lists the most recent offline sync operation, either in progress or recently
completed. The tab also shows the most recent completed or in progress media sync.
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all Verizon & 3:35PM @ 63% @)
= @@ FiLEcLoud Q

A > MyFiles >

backups

() Nome a o5

. iPhone

File Operations 1/1 v

Transfers (1) Syncs (2)

Media Sync /

3 Media Sync - 2025-01-21 20:35:25

In progress

Offline Sync /

7 . _ _ _ . .
R Offline Sync - 2025-01-21 12:21:47 5
@ Finished

2. To view detailed information or logs of a sync, click the arrow next to the listing
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ol Verizon & 10:30 AM o = ol Verizon &

Offline Sync - 2024-06-25 13:41:13 v Media Sync - 2025-01-2120:35:25
F i In progress
1 1 dia file i
f /nc les svnee
d 0 errors
Oerrors Il v
All v

15:35:25 Media sync started - initiated by user

09:41:13 Offline sync started - initiated by user " . .
15:35:26 Verified media sync is setup correctly

09:41:14 Syncing folder /jennifer/DI 19-20 from o . X X
https:// 15:35:26 Beginning media sync, files will be

synced to / {backups

09:41:14 Syncing /jennifer/DI - .
19-20/2023-12-05_10h16_03.png 15:35:27 Syncing IMG_4396.JPG

09:41:14  Syncing /jennifer/Dl 19-20/ 15:35:27  Syncing IMG_4390.JPG
AllowedAndDisallowed.png

15:35:27 Syncing IMG_4389.JPG
09:41:14  Syncing /jennifer/DI 19-20/bank

statement.xltx 15:35:27 Syncing IMG_4386.JPG
09:41:14 Syncing /jennifer/DI 19-20/Example 15:35:27 Syncing IMG_4385.JPG
2.docx
File/folder sync log Media sync in progress

To filter sync logs

You can filter sync logs by tapping the drop-down arrow next to the Filter Logs field and choosing an
option.

iPhone and iPad - 253



FileCloud Online Version 23.261 FileCloud Mobile Access

ol Verizon 3:20PM

Vs

Offline Sync - 2024-06-25 14:49:36

A
1errors /
]
Warning
iiated by user
Info y
)119-20 from
m...
Error #
v Al 5_03.png

10:49:38 Syncing /jennifer/DI 19-20/
AllowedAndDisallowed.png

10:49:38 Syncing /jennifer/DI 19-20/bank
statement.xltx

10:49:38 Syncing /jennifer/DI 19-20/
IMG_2670.JPG

For example, if you want to see a list of sync errors, you can choose Error to view them all together.
To view a particular error in context of the log, tap the info icon next to it.
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ul Verizon ¥ 3:20PM

Offline Sync - 2024-06-25 14:49:36

1errors

10:49:39 This client is not allowed to
synchronize /jennifer/backups or
the remote folder does not exist

FileCloud Online Version 23.261 FileCloud Mobile Access

A More Details box shows you the error as it appears within the log, so you can see its context.

iPhone and iPad - 255
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Offline Sync - 2024-06-25 14:49:36 v

1errors

10:49:39 This client is not allowed to
synchronize /jennifer/backups or the
remote folder does not exist

More Details X

(1).PNG

10:49:38 Syncing /jennifer/DI 19-20/
Supply List.txt

10:49:39 This client is not allowed to
synchronize /jennifer/backups or the
remote folder does not exist

10:49:39 Finished background sync

Disable offline sync for a folder
To disable automatic sync:

1. Open the FileCloud iOS app.

FileCloud Online Version 23.261 FileCloud Mobile Access

2. Navigate to the folder you no longer want to sync automatically.
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3. Tap the more (three dot) icon next to the file or folder.

ull Verizon & 3:08PM o em)
C @ FiLecLoud Q
a >
My Files -
[_} Name a e

/@

@ @ @ o

BB o920 ;)

Images

Info Sheets

internal documents

jennifer

Requests

Tax

File Operations X
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4. Tap Available offline.
ol Verizon & 3:35PM

= @ FiLecLoud Q
My Files :

Bl o120

Download...
Share...
Star

Lock

Apply Color Tag...

g O DD/

Available Offline ()

©

More Info
() Rename...
C] copy...
i) Move...

[ Delete...

You are prompted with the message "Stop syncing <foldername>?"
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5. Tap Stop Syncing.
ol Verizon ¥ 3:35PM

ﬁ FILECLOUD

My Files

Name a

Bl vackups

Stop syncing 'DI 19-20'?
Local files will not be removed.

Cancel Stop Syncing
. internal documents (] ]
. jennifer
. Requests
- Tax

File Operations

Automatic syncing no longer occurs, but your previously synced local files remain on your
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device. The Available Offline icon no longer appears next to the folder:
ul Verizon & 3:35PM - 2C_B

= @ FiLecLoud Q

a >

My Files

[ ] Name a

. backups

DI119-20

Images

Info Sheets

@ © @ @ @

internal documents

jennifer

Requests

Tax

File Operations X

Get Offline Sync Logs
Log files are saved in your Offline Files folder.
To get Offline Sync logs:

1. Open the FileCloud iOS app.
2. Tap the menu icon in the upper left of the screen.
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= 3:51PM @)
= «— @ FiLEcloud Q
4 AllFiles
My Files ® Team Folders
Shared with Me
© Recent Documents Show All
architectural_-_annotation_scaling... :
185 KB 03-05-2022 2:58 PM ¢
m Annuity template.docx .
61KB 04-11-2020 2:56 PM °
= croatia-identity-number - demo.txt :
9 B 24-05-2019 9:17 AM ¢
W Starred
CD records.pdf :
311 KB 28-05-2020 11:23 AM ¢
Transfers X

A navigation pane opens.
3. Tap Offline files.
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ull Verizon & 1:29PM

‘ Jennifer

Dashboard
Recent

Starred

Actions

File Operations

a
0
*
«{ Shared by Me
a
=
<

Settings

R Offline Files <

351 files
1.45 GB out of 14 GB
37 shares

€) Logout

Your Offline Files folder opens.
4. Tap the Logs sub-folder to access your offline log files.
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= 3:51PM @)
= @ FiLEcLoud
A >
Offline Files
v =
. filecloudonline.com :

. Logs a :

Transfers X

5. View or download any of the log files.
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= 3:51PM @)
= @@ FiLEcLoud
A > Offline Files >
Logs
v ]
2022-05-19_10-32-10.log :
59.0 KB °
Transfers X

iPad Multi-Tasking
On iPads you can use the FileCloud in Slide Over mode or Side by Side with other apps.

To learn more, read Apple's documentation on how to Use Multitasking on your iPad.

Drag and Drop Support

You can drag and drop files to and from FileCloud for advanced multitasking workflows.

You can only drag one item at a time.
Drag support varies from one app to another.

Dragging Content From Other Apps
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When multitasking you can drag images and files to the FileCloud to upload them to the currently
viewed folder.

Test app elements to discover draggable items and see how they get uploaded to TestFlight.

14:58 Mié 10 oct. — = 720%0%)
< N codeload.github.com ¢ ﬂ'] + O {Atrds =b samples i (V)
est Pinterest Pinterest LetraSiete... Pinterest codeloa... Pinterest
EI Files
lD——‘ Music
E Pictures
Zi p EI Video
AcknowledgementsBundle-0.0.2
archivo Zip - 46 KB
Abrir en "GoodReader”
Mas...
> ~
7 Q ¢

Dragging FileCloud Files to Other Apps

When multitasking you can drag images and files to your FileCloud site to upload them to the currently
viewed folder.

It is recommended that you test app elements to discover where FileCloud files can be dropped, as
drag support varies from one app to another.
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T 720%0%)

14:59 Mié 10 oct.

Documento (1) —

@ E S @ WM Insertar  Dibujar  Disefio  Revisar —— . .
{atras =b pictures = (V)
Cambria (Cuerpc 14 N K S8 A. X A =
i)
Fecha

TITULO

wp (15).jog  wp (16).jog wp (17).jpg

1. ENCABEZADO 1 wp (18).jpg B
5
Para empezar ahora mismo, pulse el texto ¢ arcal |

este, por ejemplo) y comience a escribir.

A. Encabezado 2 vp wp (19).jpg wp (2).jpg

i.  Para aplicar facilmente cualquier formato de texto que
vaya al grupo Estilos, que encontrara en la pestafia Ini

opciones. .
ii.  Este parrafo, por ejemplo, utiliza el estilo Encabezado B ety
VYN Ko Ta \ WLV EPVIE N Ko L ATCVC wmn (DD ina
2. ENCABEZADO 1 / O‘ @

[\ TR R

14:59 Mié 10 oct.
(G- e

Cambria (Titulos) 27 N K S A. A= i

Documento (5)

Insertar Dibujar Disefio  Revisar  Ver

Inicio

wp (14).jpg
5

Fecha @ (ME Dscs ‘

b

wp (15).jog  wp (16).jog wp (17).jpg

1. ENCABEZADO 1

Para empezar ahora mismo, pulse el texto de cualquier marca
este, por ejemplo) y comience a escribir.

A. Encabezado 2

s (DN ina s (D) inn s [29) ina

i.  Paraaplicar facilmente cualquier formato de texto que / Q @
vaya al grupo Estilos, que encontrara en la pestafia Ini(

onciones.
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FileCloud iOS Integration with 3rd Party Apps

You can interact with your FileCloud site using 3rd party applications in several ways.

0 Integration with other apps will only work if:
¢ You enable App Integrations from the Global Settings
¢ App Integrations is enabled by default

Accessing FileCloud Files through the Files app
To access FileCloud files and folders through the Files app:

On iOS 11 and newer you can natively browse your FileCloud contents, preview files, and even launch
in-place editing, all without directly opening the FileCloud app through the Files app.

You must enable the FileCloud service from the Files app the first time you use it.
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1. Tap the Files app.

10:38 AM €3]

_G*“f‘

Files Find My iTunes Store Translate

A @ °

Contacts Watch Photo & Video Utilities

DO -

Office Google Photos FileCloud PS Express

Chrome Drive

The Browse screen opens.
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2. Tap FileCloud.
> 10:39 AM %)

Browse
Q Search ¢
Locations v

® iCloud Drive
D On My iPhone
FileCloud
& Google Drive

@] Recently Deleted

Favorites v
(L) Downloads
Tags v
A
(] I
Recents Browse

A folder named for your FileCloud server opens.
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3. Tap the folder.

= 10:39 AM %)
< Browse FileCloud ©
Q Search U

/

1item
X Read-Only

Recents Browse

|
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Your FileCloud folders open.

= 10:39 AM %)
< jennifer@ e @
Q Search )
My Files Recent Shared with
Me
Starred Team Folders
5items
X Read-Only
[
(4] =
Recents Browse

4. Navigate to a file or folder.
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5. Tap the file or folder quickly to open it, or tap and hold to access a list of options:

= 10:40 AM (3]
Copy ®
Duplicate
Move =]

' Delete Now T
Info ®
Quick Look @
Tags O
Rename /
Share M
Compress =

W
L

Attaching or uploading a FileCloud file into another application
To attach or upload a FileCloud file while working in another app:

On i0S, when you are working in another app, you can remain in that app to upload or attach a file
stored in FileCloud.

The following example uses Mail to demonstrate how to access FileCloud files from another app,
however, you could use the same process in any app that allows you to upload or browse files external
to it.

1. Open the Mail app.
2. Compose your message and tap the file icon.
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P

Cancel

Here's the attachment @

To: jaredtaylor978@example.com
Cc/Bcc:

Subject: Here's the attachment

Sent from my iPhone

QWERT u Il O P
A S DF GHJ KL
4 Z X CVBNM &

123 ) space return

iOS opens the last location accessed, which may not be the FileCloud server.

3. Tap the back arrow until you reach the locations screen.
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N —

{ Browse iCloud Drive () Cancel

Q

Downloads

) items

1item, 4.73 GB available on iCloud

[ —
-

Browse

4. In the Locations screen, tap FileCloud.

iPhone and iPad - 274



P

Cancel Browse
Q Search

Locations
® iCloud Drive
(] onMyiPhone
FileCloud
& Google Drive

@[ Recently Deleted

Favorites

() Downloads

Tags

- NaAl

N

Browse

Your FileCloud folders appear.
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P —

4 ) Cancel
Q
My Files Recent Shared with
Me
Starred Team Folders
5items
-On
[
[ |

Browse

5. Navigate through the folders to the file you want to attach to the email, and tap it quickly.
The file is attached to the email.
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P

Cancel

Here's the attachment @

To: jaredtaylor978@example.com
Cc/Bcc:

Subject: Here's the attachment

A 'S DF GH J K L
4 Z X CVBNM K&
123 g space return

Saving directly from a 3rd party application

You can save a file to your FileCloud server directly from a 3rd party application in a few different
ways:

To use Save to FileCloud

1. When using a share or open with option in a third party application, find and tap the Save to
FileCloud option.
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~$ Talking X
PDF Document - 5.1 MB

AirDrop Drive Notes office |
Save to Files 5
Save to FileCloud 7|
Edit Actions...

The FileCloud Dashboard opens with the message Cannot save <file> here because you have
not opened a specific folder to save in.
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= 11:47 AM @)

X Savelitem

4 AllFiles
My Files ® Team Folders

Shared with Me

W Starred

CD records.pdf
311 KB 28-05-2020 11:23 AM

Cannot save '~$ Talking.pdf' here

2. Navigate to the location where you would like to save the file, and tap the Save <filename> here
button.
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m Alt Img Tags - Document Sharing.docx
Save '~$ Talking.pdf' here

Alt Img Tags - ITAR.docx

11:47 AM

Save 1item

My Files

Accounts
21-12-2020 1:16 PM

Common files
09-12-2020 11:10 AM

Images
21-12-2020 2:17 PM

Tax Forms
21-12-2020 1:32 PM

Web Content
21-12-2020 2:19 PM

backups

03-06-2022 9:11 AM

20170417.132847_Burst01.jpg

218 MB 28-06-2017 7:31 AM

API Doc Edits.docx

135 KB 11-08-2020 11:25 AM

14 KB 09-03-2021 1:14 PM

To Save to the FileCloud location in the Files app

FileCloud Online Version 23.261 FileCloud Mobile Access

As FileCloud is natively integrated in the Files app, you can choose this option to send a file to your

FileCloud server.

1. When you save the file in the third-party application, choose the Files app option.
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= 11:57 AM )

Cancel
Name: %It Img Tags - ITAR copxi

Storage

Sites - Codelathe

jennifer.perkins@co...the.onmicrosoft.com

Other Storage

]  On My iPhone >

B Files App /

-+ Add Storage Account

Recent Folders

Your iPhone locations appear.
2. Tap the FileCloud location.
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= 11:57 AM =)

Choose a new location to move this item.

W  Altimg Tags - ITAR copy

iCloud Drive
On My iPho"i/
FileCloud

Google Drive

N O b

(o

3. Navigate to the FileCloud folder where you would like to store the file, and tap Move.
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= 11:58 AM &)
Cancel £® Move

Item will be moved to "Common files"
on FileCloud.

W  Altimg Tags - ITAR copy

® iCloud Drive
(] OnMyiPhone
(Ml FileCloud

jennifer@dev1.codelathe.com
My Files
Accounts
backups
Common files
Images

Images

Opening a file from FileCloud with another application
To open a FileCloud file in another application:

1. Open the FileCloud App.
2. Navigate to the file you want to open.
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3. Tap the more (three dot) icon next to the file.
= 1:19 PM (22)]

é My Files Q

[7] Name a Y

—— 21=1£4-2020 219 PM
. backups

03-06-2022 9:11 AM
20170417132847_Burst01.jpg
2.18 MB 28-06-2017 7:31 AM \
3538A576-6788-40F5-BODF-263...

1.34 MB 06-06-2022 12:19 PM

API Doc Edits.docx o
135 KB 11-08-2020 11:25 AM

13 KB 09-03-20211:54 PM

Alt Img Tags - ITAR.docx
14 KB 09-03-20211:14 PM

Alt Img Tags.docx e

13 KB 06-06-2022 10:42 AM ¢

AltimgTags - FileSharing.txt
138 B 09-03-202111:15 AM

how

(W]

m Alt Img Tags - Document Sharing....
(W]

(W]

E

m

Annuity template.docx

A list of options opens:
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4. Tap Open with.

< My Files Q

3538A576-6788-40F5-
BODF-26388D1F46CA.JPG

1.34 MB

Taiid

N

Open with...
Download
Share...

Star

Apply color tag...
Email...

Send for approval...

®© AL ID A B

More info

Il

Rename...

D

Copy...

Move...

2 O

Delete...

Various apps are shown as suggestions for opening the file.
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5. Tap the app you would like to open the file with.
= 1:20 PM (2]

< My Files Q

Name a Y Fil . HH
O

-  1-12-2020 219 FPM

. backups
03-06-2022 9:11 AM

e 20170417.132847_Burst01.jpg .
2.18 MB 28-06-2017 7:31 AM S

- 3538A576-6788-40F5-BODF-263...

1.34 MB 06-06-2022 12:19 PM

3538A576-6788-40F5-BODF-26... X
JPEG Image - 1.4 MB

® 8 ¢ :

AirDrop PS Express Drive

Reminders
Add to/Shared Album &)
Create Watch Face
Add Tags O
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The file opens in the app.

Import to Photoshop Express

Cancel

Mailing a file from FileCloud
To mail a file from the FileCloud app:

1. Open the FileCloud App.
2. Navigate to the file you want to send.
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3. Tap the more (three dot) icon next to the file.
= 12:48 PM @)

é My Files Q

D Name a Y

— Z1-12-2020 219 PM

backups

03-06-2022 9:11 AM

20170417.132847_Burst01.jpg
2.18 MB 28-06-2017 7:31 AM

API Doc Edits.docx o
135 KB 11-08-2020 11:25 AM

Alt Img Tags - Document Sharing....\A
13 KB 09-03-20211:54 PM

Alt Img Tags - ITAR.docx

14 KB 09-03-2021 1:14 PM

Alt Img Tags.docx
13 KB 06-06-2022 10:42 AM

AltimgTags - FileSharing.txt
138 B 09-03-202111:15 AM

Annuity template.docx
61 KB 04-11-2020 2:56 PM

Color options.jpg
119 KB 21-04-2022 1:51 PM

m Enterprise Content Management...

A list of options opens.
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12:49 PM
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Alt Img Tags - Document

My Files

Sharing.docx

13 KB 09-03-20211:54 PM

Open with...
Download
Share...

Star

Apply color tag...

Email...

Send for approval...

More info
Rename...
Copy...
Move...

Delete...
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The file is attached to an email that contains the subject and message File sent via FileCloud.
= 12:49 PM @2

Cancel

File sent via FileCloud

Subject: File sent via FileCloud

File sent via FileCloud

Sent from my iPhone

5. Enter To: addresses and send the email.
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Android

After you install FileCloud's Android app and add your FileCloud account, you can access, edit,
share, and secure your files.

In this section:

Also see:

Microsoft Office Integration

Installing FileCloud on Android and Logging in to Your Account

Installing the App on Android

You must set up the FileCloud Android App before you can access the files in your FileCloud
account.

To install the FileCloud app:

1. Onyour Android device, open the Google Play Store, and find the FileCloud App.

2. Click Install.
MBS $ ww - NP all 56% m 1:31
< Filecloud Q ¢
FileCloud
42% 10K+ €
233 reviews Downloads Everyone ®

App to use FileCloud's Enterprise Content
Collaboration, File Sharing, and Sync

Ads - Related to your search
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3. Once the app is installed, click Open.
The Welcome screen for the app opens.

4. Enter your FileCloud address, and click Next.

The Welcome screen opens.
MBS s - JNO, 53% @ 1:44

Welcome

Please enter your server address :

https://myfilecloudserver.com

c@ GIF

il B
qwer

11t 11 tv1
4 B3 A il il | &)
7123 | (@)

Now, you can enter your FileCloud address and log in.

Account security
How secure is my account?

Authentication information is saved securely in Android's security infrastructure and cannot be
accessed by anyone even if your device is lost.

¢ The connection between your Android device and FileCloud can be secured by using https://
instead of http:// (at a cost of speed).

» All access to FileCloud in a LAN (where your Android device and FileCloud are in the same
network) is always direct (your data is never sent outside the network in those cases).

How can | keep my account locked and use a PIN or fingerprint scan to open it?

See Setting a Lock on Your Android App to lock your app and add a PIN or fingerprint for opening it.
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Logging in to FileCloud on Android
To log in to the FileCloud app on Android:
1. Tap the FileCloud icon.

2N . 100% B 7:00

O80C

FileCloud AirSend Photos Camera

The Welcome screen opens.
2. Enter your FileCloud address, and tap Next.
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MBS 3 oww - PNC ", 53% m 1:44

Welcome

Please enter your server address :

https://myfilecloudserver.com

1 1L 11 1 | EG

o
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3. Inthe next screen, enter your username and password and tap Login.

3 o0 € 4l 100% B 7:00

& [ "R Offline files ] o
i@ FiLecLoud
Account
Rachel
Password
XXX XXX @

Forgot password

‘ Login with SSO ‘

Device Code Authentication ‘

Once the account is authenticated, your dashboard opens, and you can access your files.
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MB L ww - 3N, 50%m 200

= @ FiLecLoud Q

All files

My Files ® Team Folders

Shared with me

Recent Documents Show All

E Souvenir.jpg

E IMG_20210611.143230325.jpg

MR

Logging in with Device Authentication on Android

Logging in with a device authentication code requires you to enter an additional code that confirms
you are approved to log in through your Android device.

Admin configuration for Device Authentication

To enable users to use a device authentication code to log in, you must enable it in the admin portal's
settings.

Code-based device authentication is set by policy. It requires users to request approval to loginto a
desktop app or mobile app. When the request is approved, a code is created which the user must enter
into the app to log in. Requests are approved in the user portal, but additional admin approvals may
also be required.

Enabling code-based device authentication

Enable Code based device authentication
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To enable code-based device authentication:

1. Inthe FileCloud admin portal's left navigation bar, scroll down and click Settings. Then, on

the Settings navigation page, click Policies @ .
The Policies settings page opens.

2. Click the Edit icon in the row for the users' policy.

Policies

New Policy

Create a new policy

A Policy Name User Count Group Count
Global Default Policy 1 0
TEAM FOLDER POLICY 1 0
« < Page| 1 of 1
2 rows

The Policy Settings dialog box opens.
3. Click the User Policy tab.

Default

O

> »

New Policy

Actions
208 & x

C0&®ex

4. In the User Policy tab, set Enable code-based device authentication to yes.

Effective Policy: "Global Default Policy"

General 2FA User Policy Client Application Policy Device Configuration Notifications
Some policy settings will not be applicable for Guest and External users.
User Policy
Disable invitations to new users

no v
Do not allow user to send invitations to new users when shares are created.
Create account on new user share
Create accounts automaucally when share invitations are sent to new users.
Enable code-based device authentication

yes v
Require admin approval for code-based device authentication

no v

Now, when a user logs in to a client app, an approval request appears in in the user portal. The
user must approve the request to receive a code that is entered into the client app to
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successfully log in.

How users log in with device authentication, below, shows how this process works.

How users log in with device authentication

How users log in with device authentication to desktop apps

Once code based authentication is enabled, the user can follow these steps to log in via a desktop

app.

The following example uses the Sync application, but the procedure is the same for all of the desktop

applications and the mobile apps.

1. Inthe login screen, the user selects Device Authentication Code and then clicks Log in.

5 Sync for FileCloud

Login
Please enter your credentials. When you sign in to your account,
your FileCloud Sync settings will automatically be configured.

Login Method Password SsO Device Authentication Code

Server URL

Account Jess

Proxy Settings Log in

CLOUD NETWORK BACKUP
STORAGE FOLDERS FOLDERS

5

FINISH

The following dialog box opens.
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Enter Device Code [ x]

User needs to approve and submit device code:

Enter Code

Open Website

2. To get the device authorization code:

a. The user logs in to the user portal, then clicks the arrow next to the username and
chooses Settings..

b. In the Settings screen, the user click the Devices tab.
c. The user clicks the check next to Needs Approval.

General Devices
Device Name Device Details Last Login Device Status Actions
2 Cloud Sync (DESKTOP-N71N3EH) 2;;)?’282?:2:&2 (Build 9200), ﬁ?;’;;\”aerwm 2020 Needs Approval v/ X

0S: Windows Microsoft Windows NT 10.0.18363.0, October 8th 2020

~ -

< MS Outlook (DESKTOP-N71N3EH) App: 151.2.3 2:08PM Approved X
y . 0S: Windows 8 6.2 (Build 9200) October 8th 2020

CF P-N71 ' A

< FileCloud Drive (DESKTOP-N71N3EH) App: 20.2.0.4723 1:46PM pproved X

A dialog box pops up with the Device Authorization Code:

Device Approved for Use [ x]

Device Authorization Code:

2CWDHJ

Please enter the above authorization code in your device to login.

Close
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3. The user copies the Device Authorization Code and pastes it into the Enter Device Code dialog
box, then clicks Submit to log in.

Enter Device Code [ x)

User needs to approve and submit device code:

Enter Code  2CWDHJ

Open Website

Requiring admin approval as well as user approval for devices
Requiring admin approval to log in with client devices

The Enable code based device authentication setting lets users log in to desktop apps using a device
authorization code without admin approval. You can also can configure FileCloud to require logins to
desktop apps to be approved by admins before being approved by users.

To require admin approval for device authentication:

1. In the FileCloud admin portal's left navigation bar, scroll down and click Settings. Then, on

==
the Settings navigation page, click Policies @ .
The Policies settings page opens.

2. Open a policy for edit.

3. Inthe User Policy tab, set Enable code based device authentication to YES.
The Require Admin Approval for Device Authentication setting becomes enabled.
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4. Set Require Admin Approval for Device Authentication to YES.

Effective Policy: "Admin Users" (%]

General 2FA User Policy Client Application Policy Device Configuration Notifications

Some policy settings will not be applicable for Guest and External users.

Disable invitations to new users

no v
Do not allow user to send invitations to new users when shares are created.
Create account on new user share

. . yes Vv

Create accounts automatically when share invitations are sent to new users.
Enable code-based device authentication yes v
Require admin approval for code-based device authentication yes v
Enforce session timeout for devices using code-based device authentication. no v
Allow folder level security

no v
Allow users to set folder level security for granular permissions v

cance' m “

To approve a client device that has been sent to you for admin approval

1. Go to Device Management in the admin portal to view the listing for the device approval.
The device is listed with Status showing Needs Admin Approval and Access set to Blocked.

[Z] Manage Devices

Filter Q  Username, Device name/detail Access Filter : All v

Health Type User name Device Name Device Details Last Access Sxams/ A([ey Action Logs

App version: 2. 8639 o a
- Approval

0 3 &£ jenniferp Cloud sync 0S: Windows 11 - 10.0 (Build

22621)

2. In the Access column, change Blocked to Allowed.
Now the Status column shows Needs User Approval, and the user must approve the client
device (as shown above in How users log in with device authentication) and get an
authorization code before log in can occur.

[[] Manage Devices

Filter Q  username, Device name/detail Access Filter : All v

Health Type User name Device Name Device Details Last Access Starus/ Access/ Action Logs
s11-1

Today at 11:50 AM from 127.0 Needs User Approval  [Allowed V' 0

» &£ jenniferp Cloud Sync
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Logging in with SSO on Android

o Note: Filecloud only supports SAML SSO. It does not support NTLM SSO.

Single sign-on (SSO) is a type of a user authentication that enables you to log in once to multiple
software applications. If your admin sets it up, they will provide you with an SSO username and
password.

If SSO is set up in your system, you will see a Login with SSO button on the Login screen.
To log in with SSO:

1. Click the Login with SSO button.

3 @ W _ 4l 100% N 7:00
|

& [ R Offline files ] o
@ FiLEcLoud
https://
Account
Password
@

Forgot password

‘ Login with SSO ’

‘ Device Code Authentication ’

2. You are redirected to your SSO login page.
For example:
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PN® . 100% B 7:00

X SSO login

Connecting to 1o

okta

SignIn

Username
|

Password

|| Remember me

Need help signing in?

3. Enter with your SSO username and password.
You are logged in to FileCloud.

Log in with Multi-Factor Authentication on Android

e Your administrator must configure multi-factor authentication to make it available to you.

Your company might require you to use multi-factor authentication.

e Multi-factor authentication provides an extra layer of security.

¢ In order to access FileCloud, you must know not only the password and username for your
account but also an extra security code that is sent to you.
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° If you cancel a login attempt without entering the security code, and then re-enter your FileCloud
account information, you will be sent a new security code.
Once you successfully log in, you will not have to enter a security code again unless your
administrator deletes your Android from FileCloud's list of devices.

To log in with MFA:

If you have not yet set up MFA, you are prompted to set it up in the web browser after you enter your
username and password.

If you have set up MFA in the web browser, you are prompted to log in in with the MFA method or
default MFA method you have chosen.
See 23.261b Log in Using Multi-Factor Authentication for help setting up and logging in with MFA.
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Navigating in FileCloud on Android

FileCloud's Android interface has a navigation pane that you can access by clicking the menu icon in

the upper-left corner of the page:

3 4G 100% B 7:00

= @ FiLecLoud Q

4 Allfiles

My Files ® Team Folders

' Network Shares
Recent Documents Show All

IMG_2531.M0OV
22 MB - 11-01-2024 9:47 PM

IMG_2259.M0OV

44.92 MB - 11-01-2024 9:50 PM
‘7 trial drawing.dwf
560 KB - 03-05-2023 2:55 PM
jr Starred Show All
- test.pn/g‘ 5

59 KB - 27-04-2023 4:11 PM

Clicking the icon opens a panel of navigation links:
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e jennifer

(1)
4 Dashboard

© Recent
Starred

“<2 shared by me

I} Actions

5 File operations

X Settings

0o

O
X Offline files

(> Logout

Android Settings for FileCloud

FileCloud Online Version 23.261 FileCloud Mobile Access

. Dashboard - Opens the Android dashboard. For definitions

of the folders that appear on the dashboard, see My Files,
Team Folders, Network Shares, and Shared with Me.

. Recent - Opens the Recent screen, which lists the files you

have accessed most recently.

. Starred - Opens the Starred screen, which lists the files and

folders you have starred as favorites.

. Shared by me - Opens the Shared by Me screen, which list

the files and folders you have shared with other users or
groups.

. Actions - Opens the Actions page, which lists any file

approvals sent to you. The Inbox lists outstanding
approvals, and the Sent box lists files that you have already
approved or rejected. For more information, see Approving
files in Android.

. File operations - Opens the File Operations window,

which lists recent media sync operations. See View File
Operations in Android.

. Settings - Opens a page of FileCloud Android settings as

well as helpful information and links. See Android Settings
for FileCloud.

. Offline files - Opens a list of the folders that store offline

files on your phone. If you are the only FileCloud user on
your Android device, and you use offline files, you will see
only one folder that stores your offline files. However, if
more than one FileCloud account use your Android device
and use offline folders, you will see a separate folder for
each user's offline files.

In the navigation panel, a Sync button appears beside the
Offline files link. Click the Sync button to synchronize your
offline and online folders.

For more information about setting up offline folders and
syncing files in Android, see Syncing FileCloud on Android.

To access settings for your FileCloud Android app, either:

e Tap the gearicon in the login screen
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& ™M A B e 3N ® i 100% @ 3:31

& ‘ R Offline files ’ o

ﬁ FILECLOUD

Account

Password

Forgot password

‘ Login with SSO ’

or

¢ Loginto the app, and tap the menu icon in the upper left corner, then choose Settings.
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= g— @ FiLecLous Q
4 Allfiles
My Files ® Team Folders

® Network Shares

0 Recent Documents Show All
‘u IMG_2531.MOV .
1.22 MB - 11-01-2024 9:47 PM ‘
|D IMG_2259.MOV .
44.92 MB - 11-01-2024 9:50 PM :
E trial drawing.dwf
560 KB - 03-05-2023 2:55 PM
* Starred Show All

= testpng .
- 59 KB -27-04-2023 4:11 PM ‘

The Settings options appear.
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3 9 100% W 7:00

e jennifer

4+ Dashboard

© Recent
w

Starred

A

Shared by me

Actions
A . .
E File operations

/

¢ Settings

X Offline files

(& Logout
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3 © 1 100% W 7:00 3 @ 100% WM 7:00

X Settings X Settings
PTUIUTUE e vy wYs v
. Applies to media and offline sync ‘)
Security
Enable lock Downloads
. Default download location
Medla Sync /storage/emulated/0/Download
Enable media sync
Attamaticall y{ cantant fram A cntir Q Remove default download location
Automatically upload content from a source
Source .
DEFAULT Troubleshooting
Destination folder Save app logs
/jennifer.perkins/backups
Help & About
fflin n
Offline sync Version: 23.241.20 (289)
Automatic sync
Offline files will be updated automatically Q ©Codelathe 2025
Privacy Policy
Data usage
Terms of Service
Transfer files only over Wi-Fi
Applies to media and offline sync ‘)

Help and Support

Security: To add a password or fingerprint for unlocking the app, see Installing the App on Android.

Media Sync: To automatically upload media files to FileCloud. When this is enabled, the Source and
Destination folder appear. See Media Backup on Android.

Offline sync: To configure FileCloud files for offline editing and syncing, see the section Syncing
FileCloud on Android.

Data usage: By default, Transfer files only over wi-fi is enabled. To transfer files to your app by
another method, disable the option.

Downloads: To set a default download location in Android, see Set a Default Download Location on
Android.

Troubleshooting: To set a location for storing your Android logs, see Troubleshooting Android Issues.

Set a Default Download Location on Android

You can set a default download location where all downloaded files will automatically be stored.
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Setting a default download location will block a prompt from requesting a destination for each file
you download.

To set a default download location:

1. Open the FileCloud app.

2. Click the menu icon in the upper-left corner and choose Settings.

3 ¥ 100% 0 7:00
e jennifer

74 Dashboard

Starred

© Recent
*

A

Shared by me

Actions

A . .
E File operations

/

¢ Settings

= Offline files

(> Logout
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3. Scroll down to the Downloads section.

3 9 100% B 7:00

X Settings
PrUnoIL anew vy wvsr wen oo ‘)

Applies to media and offline sync

Downloads

Default download location
/storage/emulated/0/Download

Remove default download location

Troubleshooting

Save app logs

Help & About

Version: 23.241.20 (289)

©CodelLathe 2025
Privacy Policy
Terms of Service

Help and Support

4. Tap Default download location, then tap the listed storage space, and change the location or
select a folder.

After you have chosen a destination, you will see an option to remove it.
Removing your default download location will cause a prompt to request the destination of each file
you download.

Setting a Lock on Your Android App

FileCloud's Android App allows setting a PIN code/fingerprint scan so you can lock the app.
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To set up PIN code or fingerprint scan:

1. Open your Android settings.
2. Under Security, tap the Enable lock slider so that it moves to the on position.

3 € 100% W 7:00

X Settings

Security

Enable lock

Media Sync

Enable media sync ()

Automatically upload content from a source

Source

DEFAULT

Destination folder

/iennifer.perkins/backups

Offline sync

ﬁﬁ\tonmua\\tfc S?’n\(\:r updated automatically Q
Data usage

Transfer files only over Wi-Fi @

Applies to media and offline sync

An Enter Pin Code screen automatically opens.

3. Enter a 4-digit pin code.
You are prompted to re-enter it. You may also be given the option of adding a fingerprint.
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&SOMMB AR - 3N 100% 0 11:28

Enter pin code

O@E

((EIE)

O@E
O

O

Use biometry

Now, each time you open the FileCloud app, you must enter your pin code or use your fingerprint
to open the app to the login page.

Changing your pin code and allowing FileCloud access from other apps

After you add a pin code, two more options, Change Lock and Allow app integration appear in
Settings:
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3 @ 100% B 7:00

X  Settings

Security

Enable lock ‘)

Change lock

Allow app integration
Access your files from other apps Q
Media Sync

Enable media sync ‘)

Automatically upload content from a source

Source
DEFAULT

Destination folder

nnifer.perkins/backups

Offline sync

Automatic sync

Offline files will be updated automatically

« Tap the Change lock setting to change your 4-digit pin code.

* Leaving Allow app integration enabled lets you continue to access FileCloud files from other
applications, although this function does not require the pin code. You may disable it if you want
your lock protection to also prevent access to FileCloud files from other apps.

Tap the slider for Allow app integration, so it appears disabled, to prohibit access to FileCloud
apps from other apps on your phones.

File and Folder Actions on Android

Previewing and Editing Your Files in Android

After you install the FileCloud Android App you can preview the files in your FileCloud Server
Account. You can edit some types of files in your FileCloud account; other file types have to be
downloaded, edited in a third-party application, and re-uploaded to FileCloud.

In the FileCloud Android App you can:
¢ Preview .pdf and .txt files and edit them in the FileCloud Android application. No third-party app
is required.

¢ Open Office files such as .docx, .xlsx, .pptx etc. by sending the file to the appropriate Android
app or open them directly from the MS Office app.

¢ Open other file types by opening the file in the appropriate Android app.
¢ Stream music and video files.
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Previewing and editing PDFs and text files
How do | preview and edit PDFs and text files??

Tap the name or icon for a .pdf or .txt file, and it opens for preview in the FileCloud Android app.
The preview screen for pdfs lets you open your document for edit using the Edit icon :

& w™MBE®m ¥ - BNYEE, 68% m 12:24

<« 2 N aQ &

FileCloud Server DataSheet

Top 10 Benefits #1 Enterprise File Share, Sync,
Backup and Mobile Access for Business

your fles and make them available fo you across al of your devices

Smart Drive

Our FileCloud Drive app mounis your cloud space as a locol disk. I provides

storage. Virual drive helps limit

Share Securely
Create public, private or password protected links. Securely re

Team Collaboration Tools
Team folders make group colloboration simple. All your files and folders can be
Team leaders can customize team

organized and accessed gle

ol
folders and subfolders with many levels of permissions.

Integrate with Microsoft Office and Microsoft Outlook
Store your Microsoft Office files in FileCloud and you can open, edit and save right
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The preview screen for text files lets you directly edit the files. Tap the Save icon when you're done.

BSL o OmwM™M - PNHYE, 52% m 2:23

X Clients.txt @)

Willoughby, Inc.
Furniture by L'Esta|
Doughnut Shop

'sETA LUsstarted &

All changes to PDFs and text files are saved in FileCloud.

Previewing and editing Office files
What are my options for previewing and editing Office files?

The recommended method of editing Office files in FileCloud is to open them from the Office app and
make changes there. The changes are automatically saved to FileCloud.

You can also open the file in the FileCloud app and choose a third-party app to edit it with. However, in
this case, the changes are not saved to FileCloud and you must upload the modified file to FileCloud.

To open an Office file for edit from the Office app:

1. If you do not have the Microsoft Office app installed, go to the Google Play store and install it.

2. Open the Office app on your Android device, and log in with the Office account you use with
FileCloud.
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3. Tap the folder icon to browse your locations.
o 3N® T 59% m 12:58

Recommended

Click here to browse
your locations.

D You commented on this
Document 36

N

Recent 0o

Yesterday

E Sample Excel File

Other cloud storage

(1) 83

Home Actions

4. Then tap the Browse cloud icon.
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& & o w ™MB - BN, 40% B 337
< Open
Places

OO ghared with me

* Sites - Codelathe

This device

Browse
Google Drive, SD card, and more...

Add a place
Connect to cloud storage

Files and folders stored in different locations appear.
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& &L AMe - FN® T 4%
jennifer
Name A
BB Datasheets @® DI19-20
BB Media BB Thumbnails

2022-01-05... 2022-02-17...
= 364 B Jan 5 = 93.35kB Feb 17

A different location than FileCloud may initially appear (for example, your Google Drive account)
The name of the location at the top of the screen should be FileCloud (username). If it is not,
tap the drop-down arrow and choose FileCloud (username).
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& & AMe - PN 41% = 2:55

FileCloud (jennifer

jennifer e A
jennifer

| [ | T =SSN

BB Media BB Thumbnails

2022-01-05... 2022-02-17...
e 364 B Jan 5 e 93.35kB Feb 17

Now you should see your FileCloud folders:
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& & aMe - IN® T 40% m 255

FileCloud (jenniferp...

Name A

BB My Files BB Shared with ...

BB Team Folders
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5. Navigate to the file that you want to open in an Office application and tap it.

& & AMe - N9 T 40% = 2:56
My Files v
Name A
For] guide-to-ge... m IMG_20220...

625 kB Jan 16 4.99 MB Mar 25

README.md Sample Exc...
13.63 EB Apr 4
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The file opens in the Office application:
& & O mw™ME - PNHE, 40% @ 338
Sample Excel File - Saved

« y O O =
& .

4 A B (o} D E
83 82 Stasia Becker Female Great B
84 83 Jona Grindle Female Great B
85 84 Judie Claywell Female France
86 85 Dewitt Borger Male United !
87 86 Nena Hacker Female United !
88 87 Kelsie Wachtel Female France
89 88 Sau Pfau Female United !
90 89 Shanice Mccrystal Female United !
91 90 Chase Karner Male United !
92 91 Tommie Underdahl Male United !
93 92 Dorcas Darity Female United !
94 93 Angel Sanor Male France
95 94 Willodean Harn Female United !
96 95 Weston Martina Male United !
97 96 Roma Lafollette Female United !
98 97 Felisa Cail Female United !
99 98 Demetria Abbey Female United !
100 99 Jeromy Danz Male United !
101 100 Rasheeda Alkire Female United !
102

103

104

105 z

106 O

107

108

109

L] Sheet1 +

6. Changes you make to the file are automatically saved in FileCloud.

To open an Office file for edit from the FileCloud app:

1. Open the FileCloud app and navigate to the file.
2. Tap the more (three dot) icon to the right of the file.
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& L e m™MEB - BNYCE 47% m 2:51

= My Files Q ¢

Z
o
3
(1)
>
T
sss
(1]

E Sample Ex...I File.xlsx .

Sample Markdown.md .

1 KB - Dec 02 9:28 AM

E Sample Powerpoint File.pptx

Dec 02, 2021 9:28 AM

Sample Text File.txt

4 KB - Apr 04, 2022 7:20 AM

m Sample Word File.docx

U4 9.£6 ANV

viewtracker-vie...3-20-26-51.csv

.2 MB - Feb 23, 202 27 PM
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3. Tap Open with.
& & @ mw MB - PRYE 47% @ 2:51

m Sample Excel File.xIsx

Open with...

4

4% Download
O:g Share
vy

Remove from Starred

Send...
Copy
) Move
[l Delete

CD Rename

Send for approval

Apply color tag

4. Choose the app you want to open the file with.
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& & w MBS - PRNIYEE 47% @ 2:51

Open with...
a Canon
Sheets PRINT

The file opens for edit in the app:
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& & @ w Mmoo RNTEE 47% @ 2:57
.
X S @ &
A B ¢ D

1 0 First Name Last Name Gender Coun
2 1 Dulce Abril Female Unitec
3 2 Mara Hashimoto Female Great
4 3 Philip Gent Male Franc
S 4 Kathleen Hanner Female Unitec
6 5 Nereida Magwood Female Unitec
7 6 Gaston Brumm Male Unitec
8 7 Etta Hurn Female Great
9 8 Earlean Melgar Female Unitec
10 9 Vincenza Weiland Female Unitec
m 10 Fallon Winward Female Great
12 11 Arcelia Bouska Female Great
13 12 Franklyn Unknow Male Franc
14 13 Sherron Ascencio Female Great
15 14 Marcel Zabriskie Male Great
16 15 Kina Hazelton Female Great
17 16 Shavonne Pia Female Franc
18 17 Shavon Benito Female Franc
19 18 Lauralee Perrine Female Great
20 19 Loreta Curren Female Franc
21 20 Teresa Strawn Female Franc
22 21 Belinda Partain Female Unitec
23 22 Holly Eudy Female Unitec
24 23 Many Cuccia Female Great
25 24 Libbie Dalby Female Franc
26 25 Lester Prothro Male Franc
27 26 Marvel Hail Female Great
28 27 Angelyn Vong Female Unitec
29 28 Francesca Beaudreau Female Franc
30 29 Garth Gangi Male Unitec
= Sheet1 ¥ +

The updates to the file are not saved to FileCloud.
5. Upload the modified file to FileCloud.

Previewing and editing other file types
How do | open other file types for preview or edit?

File types other than .pdf, .txt, and Office file types may be opened from FileCloud into a third-party
application to edit, but they are actually being downloaded, and the edits are not automatically saved
in FileCloud. To add the edits to your FileCloud copy of the file, you must manually upload the edited
copy of the file into FileCloud.

1. Open the FileCloud app, and navigate to the file that you want to edit.

2. Tap the more (three dot) icon to the right of the file.
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& & 0 BM™M - IN®S 4 37% & 3:33

= @ riLecLous Q

4 > My Files >

DI 19-20 :
ﬂ; Size ¥ Y Filteritems... HH

d4afea6a-3d1...900ac.docx

8:18 AM

ﬁ IMG_20210811_1...710_HDR~3.jpg

1.08 MB - Aug 31, 2021 6:01 PM

errorCodes.txt o

50 KR - \ C
50 KB - N )9

PagesWithChars.txt .

1KB - Feb 11, 2022 10:14 AM

Clients.txt

52 B - Apr 04, 2022

A list of options opens.

3. Tap Open with.
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& &AM - 3N 37% = 3:33

.. IMG_20210811.140409710_

HDR~3.jpg
[:|/' Open with...
4% Download
O@ Share
{} Add to Starred
G) Send...
Copy
) Move
[l Delete

P Rename

ﬂ Send for approval
©

Apply color tag

The screen displays apps available for opening the file either for viewing or editing:
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& & 0 M - 3N il 31% = 4:05

Open with...
' Canon
Photos PixIr PRINT

4. Select one of the apps.
The file is downloaded from FileCloud and opened in the app.
After you edit and save the file, the changes are not saved to FileCloud.

5. Open FileCloud again and upload the edited file.

Share a File on Android
The following options are available for sharing:

« Allow anyone with link (Public Share). No FileCloud account required.

+ Anyone anyone with link and a password (Protected Public Share). No FileCloud account
required.

* Allow selected users or groups (Private share). Default. FileCloud account required The shared
files will appear in the Shared with Me folder.

« |f the file is available for viewing in the Secure Web Viewer: Allow anyone with Secure Web
Viewer link and a password. No FileCloud account required.
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In addition, it is possible to control the access to the shared resource with read, write, or share
permissions.

You can use the FileCloud app to share files on your mobile device with others. You can:

¢ Create a direct link to the file. This link can be sent via email to anyone who needs access to that
resource.

¢ Add users and groups as share recipients to a private share.

To share a file:

1. Open the FileCloud App.
2. Navigate to the file you want to share.
3. Tap the more (three dot) icon next to the file or folder.

A AAMEKD 3 i0n W5 29% 2 11:04
= @@ FiLecLoud Q
@ >
My Files
[: Date modified ¥ 7 user ass

m FileCloud Server V...er Guide (1).docx

101.85 MB - May 17, 2024 9:53 AM

m UserSettings.docx
11KB - Jan 28, 2021 2:15 PM

4. Tap Share.
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D

<4
®

UserSettings.docx (1)

11 KB - Jan 28, 2021 2:15 PM

Open with...
Download
Share

Add to Starred
Lock

Send...

Copy
Move
Delete

Rename

Send for approval

Details

The file is automatically shared privately, and a screen for accessing share options and adding
users and groups to the share opens.
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X Share "UserSettings.docx" Remove

Share Link

< O

Modify link
Shared file
/ /UserSettings.docx
Share options Share history
Share name .
. Edit

UserSettings.docx
Expires

P Edit
Never

Send email notifications

Sharing permissions:
gp Edit

Allow selected users or groups

Users Groups

No entries

To copy the share link:

To copy the file share link:

1. Tap the Copy icon.

FileCloud Online Version 23.261 FileCloud Mobile Access
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X Share "UserSettings.docx" Remove
Share Link
Modify link
Shared file

/

/UserSettings.docx

Share options Share history

Share name

UserSettings.docx

Expires

Never

Send email notifications

Yes

Sharing permissions:

Allow selected users or groups

Users Groups

Edit

Edit

Edit

No entries

FileCloud Online Version 23.261 FileCloud Mobile Access

The screen displays the message Link copied to clipboard.

2. Paste the link into an email or text message and send it.

To share the share link:
To share the file share link:

1. Tap the Share icon.
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X Share "UserSettings.docx" Remove

Share Link

< O

Modify link
Shared file
/ /UserSettings.docx
Share options Share history
Share name .
. Edit

UserSettings.docx
Expires

P Edit
Never

Send email notifications

Sharing permissions:
gp Edit

Allow selected users or groups

Users Groups

No entries

A Share with screen pops up.

2. Choose an app and share the link.

FileCloud Online Version 23.261 FileCloud Mobile Access
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3 0 O 4l 100% B 7:00

M Share with Gmail
JUSTONCE  ALWAYS

Use a different app

@ FileCloud
To add users to a private share:

To add a user to a private share:

1. Tap Invite Users.
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3 Q@ W 100% @ 7:00

X Share "Registration Form.docx" Remove
%
Modify Link
Shared File
/iennifer/Registration Form.docx
Share Options Share History
Share Name .
B Edit
KySYYCA09K4mbSIJ
Expires
P Edit
Never
Max number of downloads .
Edit
2
(0 downloads so far)
Send Email Notifications
Yes .
Sharing Permissions:
Allow selected users or groups Edit

Users Groups

. In the Invite users to this share popup, enter a user's email address or account name, and tap
the name to add it.

If the user you enter does not have an account, a message informs you whether or not,
depending on your system settings, a new account will automatically be created for the user.

. Add any number of users.

4. Uncheck Send email if you do not want to send users an email informing them about the share.

Click Edit across from Send email to customize the email sent to users.
. Once you have finished adding users, tap Add Users to this Share.
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X Invite users to this share

Enter emails or accounts to adc
psemamc or email address

No users

Invited Users

customi

9 jessica «"Iw"‘x 2 )
jessica@example.com
Send email Edit

lap Add Users to this Share

Add Users to this Share

0 ©

1) 2 S
qw e r

GIF

4

il EEN RGN B RGN Wi
&

Z X ¢ Vb nm @

v

2123

©

The users are added to the share:
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3 Q@ W 100% @ 7:00

X  Share "Registration Form.docx" Remove
Share Link
%
Modify Link
Shared File
/iennifer/Registration Form.docx
Share Options Share History

Share Name .

_ ~ Edit
KyS5YYCA09K4mbsSIJ
Expires

P Edit

Nevelr

Send Email Notifications

Yes .
Sharing Permissions:
Allow selected users or groups Edit

Users (1) Groups

| mveuses N

.
jessica@example.com
@ &

Edit X

To change a user's private share permissions:

When you privately share a file with a user, the user's permissions for the file are shown in icons below
the username or email. By default, the user has view and download permissions for the file.

You can also give the user upload and share permissions, and if it is allowed in your system, sync
permission. Other settings in FileCloud affect which permissions are available.

To change the user's permissions for the file:

1. Across from the user's name or email, tap Edit.
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3 Q@ 9 100% @ 7:00

X Share "Registration Form.docx" Remove

Share Link

%
Modify Link

Shared File

/iennifer/Registration Form.docx

Share Options Share History
Share Name .
Edit
KySYYCA09K4mbSIJ
Expires
P Edit

Neve

ver

Send Email Notifications

Yes .

Sharing Permissions:

Allow selected users or groups Edit
Users (1) Groups
[ mewses K
.
H
A jessica@example.com

(~ Edit X

@ @ &

A popup shows the available permissions.
2. Check or uncheck permissions.
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3 Q@ 9 100% @ 7:00

X Edit permissions

jessica@example.com

Download
Upload

Share

&~
RN < N << JL

3. Close the Edit permissions box.
The changes appear in the permissions icons.
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X Share "Registration Form.docx" Remove
Share Link

%
Modify Link
Shared File
/iennifer/Registration Form.docx

Share Options Share History
Share Name .
Edit

KySYYCA09K4mbSIJ

Expires

P Edit
Never
Send Email Notifications
Yes .
Sharing Permissions:
Allow selected users or groups Edit

Users (1) Groups

jessica@example.com
L&D

Edit X
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Note: Checking Share permission gives the group both upload and share permissions for the file.

To add groups to a private share:
To add a group to a private share:

1. Tap the Groups tab and then tap Add Groups.
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X Share "Registration Form.docx" Remove

Share Link

Modify Link

Shared File

/iennifer/Registration Form.docx

Share Options Share History
Share Name .
Edit
Ky5YYCA09K4mbSIJ
Expires
P Edit
Never

Send Email Notifications

Yes ‘

Sharing Permissions:

Allow selected users or groups Edit
Users (1) Groups
Add Groups
No entries

2. Tap a group that you want to add to the share.
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X Add group

EVERYONE
(D EVERYONE group includes all users.

Group 1

Group 41

Human Resources Group
SHARE

Support

The group is added to the share:
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X Share "Registration Form.docx" Remove

Share Link

< O

Modity Link

Shared File

/jennifer/Registration Form.docx

Share Options Share History

Share Name

Ky5YYCA09K4mbSIJ

Edit

Expires
=P Edit
Never
Send Email Notifications
Yes .
Sharing Permissions:
Allow selected users or groups Edit
Users (1) Groups (1)
Add Groups
Edit X

3. Add any number of the groups to the share.

To change a group's private share permissions.

When you privately share a file with a group, the group's permissions for the file are shown in icons
below the group name. By default, the members of the group have view and download permissions for
the file.

You can also give the group upload and share permission, and if it is allowed in your system, sync
permission. Note that other settings in FileCloud affect which permissions are available.

To change the group's permissions for the file:
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1. Across from the group, tap Edit.

3 @ W 100% @ 7:00

X  Share "Registration Form.docx" Remove

Share Link

< O

Modity Link

Shared File

/jennifer/Registration Form.docx

Share Options Share History

Share Name

. Edit
KySYYCA09K4mbSIJ
Expires

P Edit
Never

Send Email Notifications

Yes .
Sharing Permissions:

Allow selected users or groups Edit

Users (1) Groups (1)

Add Groups

Q Group 1
W e &

Edit X
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A popup shows the available permissions.
3 © W 100% @ 7:00

X Edit permissions

e Group 1

v
Download
Upload

Share

OO000N8 &

2. Check or uncheck permissions:
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X Edit permissions

e Group 1

Download
Upload
Share

O

O

3. Close the Edit permissions box.
The changes appear in the permissions icons.
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X Share "Registration Form.docx" Remove
%

Modify Link

Shared File

/iennifer/Registration Form.docx

Share Options Share History

Share Name .
Edit

KySYYCA09K4mbSIJ

Expires

P Edit

Never

Send Email Notifications

Yes .

Sharing Permissions: .
Edit

Allow selected users or groups

Users (1) Groups (1)

Add Groups
@ Group 1 Edit X

ORI

Note: Checking Share permission gives the group both upload and share permissions for the file.
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To remove a user or group from a share

To remove a group or user from a share, tap the x next to it:

3 Q@ @ 100% A 7:00

X Share "Registration Form.docx" Remove
Share Link

%
Modify Link
Shared File
/iennifer/Registration Form.docx

Share Options Share History
Share Name X
Edit

KySYYCA09K4mbSIJ

Expires .
Edit

Never

Send Email Notifications

Yes .

Sharing Permissions:

Allow selected users or groups Edit

Users (1) Groups
A" jessica@example.com ;
() Iessica@examp Edit X
» @ &

To change a share from private to public:

1. In Sharing Permissions, tap Edit.
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X Share "UserSettings.docx" Remove
Share Link
Modify link
Shared file
/UserSettings.docx
Share options Share history
Share name .
. Edit

UserSettings.docx
Expires

y Edit
Never

Send email notifications

Yes ‘
Sharing permissions: .
Edit
Allow selected users or groups
Users Groups
No entries

2. If you don't want to require users to enter a password to access the share, choose Allow anyone
with link.
If you want to require users to enter a password to access the share, choose Allow anyone with
link and a password.
Here, we'll choose Allow anyone with link and a password, and tap Save.
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Change sharing permissions

O Allow anyone with link
@ Allow anyone with link and password

O Allow selected users or groups

O Allow anyone with Secure Web Viewer
link and password

This is a beta feature

Cancel Save

A confirmation dialog asks you to confirm that you want to remove share permissions for
specific users and groups and allow share access to everyone.

3. Tap OK.
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Change

Do you want to remove share
permissions assigned to specific users

and groups and allow share access
to everyone?

Allow anyone with link and password replaces Allow selected users or groups.

Note: If the option Allow anyone with Secure Web Viewer link and a password appears, the file
is available for viewing in the Secure Web Viewer, which protects files with digital rights
management (DRM) features. See Using the Secure Web Viewer for help with this option.
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4. Inthe Password field, leave the existing password, or enter another one, and then click Save.
3 10 W 4 100% B 7:00

X Share "UserSettings.docx" Remove
Shared file
/ /UserSettings.docx
Share options Share history

Share name .

) . Edit
hI95Epokg6095hVx
Expires

P Edit

Never

Max number of downloads

Edit

Unlimited
(0 downloads so far)
Send email notifications
Sharing permissions: .
. . Edit
Allow anyone with link and password
Download
Password:

Ty @ Save

Users must now enter the password to access the share from the link.
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To change share options:

The options (optional settings) for a share are listed under Share Options.
3 o0 W 4l 100% W 7:00

X  Share "UserSettings.docx" Remove
Shared file
/ erSetting
Share options Share history

Share name .

. -6 Edit

5Epokg6095hVx
Expires

P Edit

Max number of downloads

) Edit
Unlimited
0 downloads so far)
Send email notifications
Sharing permissions:
- gp - Edit
Allow a 1yone witn liInNK and password
Download
Password:
........ ® Save

For information on setting share options, see:

¢ Public Share Options for Files
¢ Private Share Options for Files

To change the permissions on a public share:

The permissions for a public share are listed under Sharing Permissions. The default permissions are
View and Download, but you may remove Download permission.

To change the permissions on a public share:

1. Under Sharing Permissions, both View and Download are checked.
You cannot remove View permission.
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X Share "UserSettings.docx" Remove

Shared file

Share options Share history

Share name

. Edit
o} OKgb onvV
Expires
N P Edit
Neve
Max number of downloads .
Edit

Unlimited

(0 downloads so far)

Send email notifications

Sharing permissions:

A - ) Edit
Allow anyone with link and password
Download
Password:
[O) Save

2. Uncheck Download.

FileCloud Online Version 23.261 FileCloud Mobile Access
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X Share "UserSettings.docx" Remove
Snare LINK
Modify link
Shared file
/ ttings.doc
Share options Share history
Share name .
Edit

RtIXIFUZtgKFZJkv
Expires

P Edit

Max number of downloads

Edit
Unlimited
(0 downloads so far)
Send email notifications
Sharing permissions:
Ip Edit

Allow anyone with link

E] Download

To remove a share:
You can remove a share of a file if you have created the share.

1. Open the FileCloud app.
2. Navigate to the file whose share you want to remove.
3. Tap the more (three dot) icon next to the file or folder.
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= @ FiLecLoud Q

A >

My Files :

Size a Y Filter items... sss
Requests

26-04-2023 10:41 PM

m Registration Form.docx

12 KB - 10-03-2021 10:46 PN

m Insurance Policy 1.docx

25 KB - 29-05-2020 10:56 PM

— certificate of deposit .
= 34 KB - 04-04-2023 12:50 AM ‘

B certificate of deposit.xlsx

34 KB - 29-05-2020 10:55 PM

Annuity template.docx .
57 KB - 23-05-2022 6:04 PM :

M

Partl.dwg

4. Tap Share.
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m Registration Form.docx @)

12 KB - 10-03-202110:46 PM

Open with...
Download
Share <&

Add to Starred

VBB N

Send...

O

Copy

!

Move

[ET] Delete
=P Rename

Send for approval

Details

The share details open.

4
@ Apply color tag
O,

5. Tap Remove.
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X Share "Registration Form.docx" Remove
Share Link

S
Modify Link
Shared File
/jennifer/Registration Form.docx

Share Options Share History

Share Name

Edit
KySYYCA09K4mbSIJ
Expires
P Edit
Never
Send Email Notifications
Yes .
Sharing Permissions: .
Edit

Allow selected users or groups

Users (1) Groups (1)

jessica@example.com Edit X
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The share is removed. Users who were given access to the share can no longer view it in their
Shared with me files or access it through the share link.

Share a Folder on Android

A folder can be shared with:

required.

To share folders on Android, see Share a Folder on Android.

For more detailed information about file and folder shares, see Sharing Files and Folders.

+ Allow anyone with link (Public Share). No FileCloud account required.
+ Anyone anyone with link and a password (Protected Public Share). No FileCloud account
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* Allow selected users or groups (Private share). Default. FileCloud account required. The shared
folder appears in the Shared with Me folder.

In addition, it is possible to control the access to the shared resource with read, write, or share
permissions.

You can use the FileCloud app to share folders on your mobile device with others. You can:

¢ Create a direct link to the folder. This link can be sent via email to anyone who needs access to
that resource.

¢ Add users and groups as share recipients to a private share.

To share a folder:

1. Open the FileCloud App.
2. Navigate to the folder you want to share.
3. Tap the more (three dot) icon next to the folder.

3 © W 100% @ 7:00
= @ FiLecLous Q

A >

My Files :

Size a Y er items

. Info Sheets

m Registration Form.docx
m Insurance Policy 1.docx

certificate of deposit

m certificate of deposit.xlsx

m Annuity template.docx

. 23-05-2022 6:04 PM e

Partl.dwg .

4. Tap Share.
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D

®

Info Sheets o

Apr 25, 2024 10:49 AM

Share ““
Add to Starred

Lock

Available offline
Download folder files

Upload to folder

Copy
Move
Delete

Rename

Details

The folder is automatically shared privately, and a screen for accessing share options and
adding users and groups to the share opens.
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X Share "Info Sheets" Remove

Share Link

< U

Modify link

Shared folder

/ {Info Sheets

Share options Share history

Share name i
Edit

Info Sheets

Expires

P Edit

Never

Upload size limit (MB) .
Edit

Unlimited

Send email notifications

o

Sharing permissions:

Edit

Allow selected users or groups

Users Groups
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To copy the share link:
To copy the file share link:

1. Tap the Copy icon.
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X Share "Info Sheets" Remove
Share Link
Modify link

Shared folder

/ {Info Sheets

Share options Share history

Share name
Info Sheets

Expires

Never

Upload size limit (MB)
Unlimited

Send email notifications

Yes

Sharing permissions:

Allow selected users or groups

Users Groups

Edit

Edit

Edit

Edit

FileCloud Online Version 23.261 FileCloud Mobile Access

The screen displays the message Link copied to clipboard.

2. Paste the link into an email or text message and send it.

To share the share link:
To share the file share link:

1. Tap the Share icon.
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X Share "Info Sheets" Remove

Share Link

< U

Modify link

Shared folder

/ {Info Sheets

Share options Share history

Share name i
Edit

Info Sheets

Expires

P Edit

Never

Upload size limit (MB) .
Edit

Unlimited

Send email notifications

o

Sharing permissions: i
) Edit
Allow selected users or groups

Users Groups

FileCloud Online Version 23.261 FileCloud Mobile Access

A Share with screen pops up.

2. Choose an app and share the link.
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3 a0 9 5 100% WM 7:00

M Share with Gmail
JUSTONCE  ALWAYS

Use a different app

@ FileCloud
To add users to a private share:

To add a user to a private share:

1. Tap Invite users.
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X Share "Info Sheets" Remove
Share Link
Modify link

Shared folder

/ {Info Sheets
Share options Share history
Share name
Info Sheets
Expires

Never

Upload size limit (MB)
Unlimited

Send email notifications

Yes

Sharing permissions:

Allow selected users or groups

Users Groups

Edit

Edit

Edit

Edit
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2. Enter a username or email that exists in your system, or enter a new user's email, and and tap

Add Users to this Share.

If you enter a new user, FileCloud sends them an email with the share link and asks them to

create a FileCloud account to access the link.
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X Invite users to this share

Ente

Invited Users

2

jessica
jessica@example.com

Edit

q1 WZ e3 r4
a s d f g h
it

Z X ¢ Vbnm @

7123

@)

The user is added to the share.
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X  Share "Info Sheets" Remove

Shared Folder

Share Options Share History
Share Name .
Edit
Expires
§ P Edit
Upload Size Limit (MB
P (MB) Edit
Send Email Notifications
Sharing Permissions: .
Edit
Users (1) Groups
s
jessica@example.com Edit X
@&

To change a user's private share permissions:

When you privately share a folder with a user, the user's permissions for the folder are shown in icons
below the username or email. By default, the user has view and download permissions for the folder.
You can also give the user upload and share permissions, and if it is allowed in your system, sync
permission.

To change the user's permissions for the folder:

1. Tap Edit across from the user's name or email:
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X  Share "Info Sheets" Remove

Shared Folder

/Info Sheets

Share Options Share History
Share Name .
Edit
Expires
P Edit
Neve
Upload Size Limit (MB
P (MB) Edit

Unlimited

Send Email Notifications

Sharing Permissions:

Edit
Allow selected users or groups
Users (1) Groups
s
; ) jessica@example.com Edit X
@ &

A popup shows the available permissions.
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X

Edit permissions

jessica@example.com

Download
Upload
Share
Sync

Delete

Oo00o00nN &

Manage

2. Check or uncheck permissions:
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X Edit permissions

jessica@example.com

Download

Upload /
Share

Sync

Delete

o008«

Manage

3. Close the Edit permissions box.
The changes appear in the permissions icons:
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X  Share "Info Sheets" Remove
Shared Folder
Info She
Share Options Share History
Share Name .
Edit

Expires

P Edit
Never
Upload Size Limit (MB
Spoac ! (MB) Edit
) \ited
Send Email Notifications
Sharing Permissions: .

) . Edit

S Or gI«(

Users (1) Groups

X o
Invite Users :

jessica@example.com Edit

@& &G

X
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Note: Checking Share permission gives the user both upload and share permissions for the

folder.

To add groups to a private share:
To add a group to a private share:

1. Tap the Groups tab.
2. Tap Add Groups.
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X  Share "Info Sheets" Remove

Modify Link

Shared Folder

/ /Info Sheets

Share Options Share History

Share Name .
Edit

Expires

o Edit

Upload Size Limit (MB) .

. Edit

Unlimited

Send Email Notifications

Yes .

Sharing Permissions: i
Edit

Allow selected users or groups

Users (1) Groups
Add Groups
No entries
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The groups that are available for you to add to the share appear.

3. Tap a group to add it to the share.
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X Add group

EVERYONE
@ EVERYONE group includes all users.

Group 1

Group 41

Human Resources Group
SHARE

Support

The group is added to the share:
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X  Share "Info Sheets" Remove

Shared Folder

Share Options Share History
Share Name .
Edit
Expires
P Edit

Neve

Upload Size Limit (MB)

| Edit

Send Email Notifications

Sharing Permissions: .
Edit

Users (1) Groups (1)
Add Groups
A Group 41 Edit X
@&

4. Add any number of the groups to the share.

To change a group's private share permissions.

When you privately share a folder with a group, the group's permissions for the folder are shown in
icons below the group name. By default, the members of the group have view and download
permissions for the folder.

You can also give the group upload and share permissions, and if it is allowed in your system, sync
and delete permissions.

To change the group's permissions for the folder:

1. Across from the group, tap Edit.
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X  Share "Info Sheets" Remove

Shared Folder

Info Sheets

Share Options Share History
Share Name .
Edit
Expires
P Edit
Neve
Upload Size Limit (MB
Speac (MB) Edit
U mited
Send Email Notifications
Sharing Permissions: .
Edit
Allow selected users or groups
Users (1) Groups (1)
Add Groups
) Group 41 Edit X
@&

A popup shows the available permissions:
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X Edit permissions

e Group 41

Download
Upload
Share
Sync

Delete

oo0ooO0o N

Manage

2. Check or uncheck permissions:
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X Edit permissions

e Group 41

v

o088 ®

Download

Upload A/
Share <=
Sync

Delete

Manage
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Note that if you check Share or Sync, Upload is automatically also checked.

3. Close the Edit permissions box.
The changes to the permissions are saved.
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X  Share "Info Sheets" Remove

Shared Folder

/ {Info Sheets

Share Options Share History
Share Name .
Edit
Expires
P Edit
Never
Upload Size Limit (MB
P (MB) Edit

Unlimited

Send Email Notifications

Sharing Permissions:

Edit
Allow selected users or groups
Users (1) Groups (1)
Add Groups
3 Group 41 Edit X
(ORI ES)
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To remove a user or group from a folder share:

To remove a group or user from a folder share, tap the x next to it:

32 Q@ W 100% @ 7:00

X  Share "Info Sheets" Remove

Shared Folder

Info Sheets

Share Options Share History
Share Name .
Edit
Expires
P Edit
Upload Size Limit (MB)
P Edit
NiIMItead
Send Email Notifications
Sharing Permissions: .
‘ Edit
Users (1) Groups (1)
:
jessica@example.com Edit X
@& &

To change a folder share from private to public:

1. In Sharing Permissions, tap Edit.
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X  Share "Info Sheets" Remove
,r’px“mi‘m/i;,/rr/'h(ixk” % Y
Modify link

Shared folder

{Info Sheets
Share options Share history

Share name .
Edit

Info Sheets

Expires

P Edit

Never

Upload size limit (MB) i
Edit

Unlimited

Send email notifications

Yes '

Sharing permissions:

>naring p Edit

Allow selected users or groups

Users Groups
No entries

2. If you don't want to require users to enter a password to access the share, choose Allow anyone
with link.
If you want to require users to enter a password to access the share, choose Allow anyone with
link and a password.
Here, we'll choose Allow anyone with link and a password, and tap Save.
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Change sharing permissions

O Allow anyone with link

@ Allow anyone with link and password

O Allow selected users or groups

O

This is a beta feature

Secure Web Viewer does not support this file type.

Cancel Save

A confirmation dialog asks you to confirm that you want to remove share permissions for
specific users and groups and allow share access to everyone.

3. Tap OK.
Allow anyone with link and password replaces Allow selected users or groups.
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4. Inthe Password field, leave the existing password, or enter another one, and then click Save.

% 0«9 100% B 7:00

X Share "Info Sheets" Remove
pxb \'w‘m/‘\‘;,‘ri odkkjj %% Y
Modify link

Shared folder

Share options

/Info Sheets

Share history

Share name
CRruSWNO2TSPOJrf
Expires

Neve

Send email notifications

Sharing permissions:

Edit

Edit

Edit

Allow anyone with link and password

View
Download

[] upload

Password:

@ Save

Users must now enter the password to access the share from the link.

To change the permissions on a public share

For public folder sharing, the following combinations of options are available.

Permission

View + Download (default)

View + Download + Upload

View + Upload

Effect

Users can browse existing files and download files.

Users can browse existing files, download files and upload files to the folder.

Users can browse existing files, preview files (not download) and upload files to
the folder.
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Permission Effect

View Only Users can only browse existing files, and preview files (not download).

Upload Only Users cannot browse existing files, but only upload files. It is like an upload only
FTP folder.

It is also possible to create a web form to embed in other sites.

To change the permissions on a public share for a folder:

1. Tap Share Options.

3 Q@ ¥ 100% @ 7:00

X  Share "Info Sheets" Remove

Your share has been created!

Share Link
s
Modify Link
@ This share is Public
Anyone with link can view Change

Share Options

The share screen expands, and Sharing Permissions appears at the bottom. By default, the
share has View and Download permissions.
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X  Share "Info Sheets" Remove
Share Link

Q
Modify Link

Shared Folder

Share Options Share History

Share Name .
Edit

Expires

P Edit

Send Email Notifications

Sharing Permissions: i
Edit

View
Download

[] upload

2. Check or uncheck permissions.
Your changes are saved.
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X  Share "Info Sheets"

Modify Link

Shared Folder

Share Options

Share Name

Expires

Upload Size Limit (MB)

Send Email Notifications

Sharing Permissions:

View
Download

Upload

Remove

< O

Share History

Edit

Edit

Edit

Edit
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To change folder share options:

The options (optional settings) for a share are listed under Share Options:
3 Q@ ¥ 100% @ 7:00

X  Share "Info Sheets" Remove
Share Link

Q
Modify Link

Shared Folder

Share Options Share History
Share Name .
Edit
Expires
P Edit

Send Email Notifications
Sharing Permissions: .
Edit

View
Download

|:| Upload

For information on setting share options, see:
Share Options for Public and Private Folders

To remove a folder share:
To remove a folder share:

1. Open the FileCloud app.
2. Navigate to the folder whose share you want to remove.
3. Tap the more (three dot) icon next to the folder.
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A >

@ FiLecou

My Files

| size a Y Filteritems..

Info Sheets
26-04-2023 10:41 PM

Registration Form.docx

12 KB - 10-03-2021 10:46 PM

Insurance Policy 1.docx
25 KB - 29-05-2020 10:56 PM

certificate of deposit
34 KB - 04-04-2023 12:50 AM

certificate of deposit.xlsx
34 KB - 29-05-2020 10:55 PM

Annuity template.docx

57 KB - 23-05-2022 6:04 PM

Part1l.dwg

4. Tap Share.

Q

.o
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Info Sheets o

26-04-2023 10:41 PM

O@ Share

ﬁf Add to Starred

o‘/)

Available offline

Download folder files

> B

Upload to folder

O

Copy

Move

]E] Delete

D Rename

Details

The share details open.

E) Apply color tag
©,

5. Tap Remove.
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X  Share "Info Sheets" Remove
Shared Folder
Info She
Share Options Share History
Share Name .
Edit

Expires

P Edit
Never
Upload Size Limit (MB
Spoac ! (MB) Edit
) \ited
Send Email Notifications
Sharing Permissions: .

) Edit

Users (1) Groups

X o
Invite Users :

jessica@example.com Edit

@& &G

X
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The share is removed. Users who were given access to the share can no longer view it in
their Shared with me folder or access it through the share link.

To share files on Android, see Share a File on Android.

For more detailed information about file and folder shares, see Sharing Files and Folders.

Upload a File to the Server on Android

If you have stored or are editing a file on another app on your Android, and you want to save the

file to FileCloud, you can upload the file.

In the FileCloud App, you can choose a file from the following locations:

¢ Local storage on your Android device

¢ Cloud storage connected to Android device (for example, Google Drive)

Android - 391



FileCloud Online Version 23.261 FileCloud Mobile Access

° The FileCloud app uploads files and folders in background.

You can continue working while upload is in progress.
However, the FileCloud app must be in foreground and you should not switch to a different server

until the upload is completed.

To upload a file or folder:

There are a few different ways to upload a file or folder to FileCloud.

When you're working in FileCloud, the easiest method is clicking the ° that appears when you have a
folder selected.

Upload a file by tapping the ° icon:

1. Log in to the Android app, and navigate to the folder that you want to upload the file or folder to.

2. Click the plus icon.

3 N® " 100% @ 7:00

= i@ FiLeclous Q

A > My Files >
Common files

() size a ¥ Filter items... ]

m Annuity template.docx
61KB - 21-12-2020 1:37 PM

ﬁ IMG_20220409_113918110.jpg
*  3.53 MB - 09-04-2022 6:39 AM

\0
o o o |

Various options for adding content pop up.
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Add content / \

P

New Folder Media Files
m f
=
Take a picture Scan document Write note

FileCloud Online Version 23.261 FileCloud Mobile Access

3. Tap Media to upload media files stored on your Android, or tap Files to upload files or folders

from your Android or from a remote location.
Upload images or videos stored on your Android

The Media option enables you to upload image or video files stored on your device into the

folder in FileCloud.

a. Tap Media.

You are prompted to choose Photos or Videos.
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3 N WY 100% @ 7:00

Select a media type to upload

X

Photos

b. If you choose Photos, the Pictures folder in your Android's File Manager opens; If you
choose Videos, the Videos folder in your Android's File Manager opens.

c. Check the checkboxes for the files that you want to upload, and click the upload icon.
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3N .4 100% B 7:00

Upload Kt

X
—
Lkl

Upload files from local and remote locations

The Files option lets you upload files or folders from local or remote locations accessible from
your Android.

a. Tap Files.
Initially, Android may open the last location accessed.
To access the location you're looking for, tap the menu icon in the upper-right corner.
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Camera Vv

Modified v

IMG_20220403_131527224.jpg
Apr3 6.29 MB

IMG_20220403_131435154_HDR.jpg
Apr3 5.42 MB

IMG_20220403_131418929_HDR.jpg
Apr3 6.45 MB

IMG_20220403_131308007_BURST004.jpg
Apr3 6.61 MB

IMG_20220403_131308007_BURSTO003.jpg
Apr3 6.62 MB

IMG_20220403_131308007_BURST002.jpg
Apr3 6.71 MB

IMG_20220403_131308007_BURST000_COV...
Apr3 6.53 MB

IMG_20220403_131308007_BURSTO001.jpg
Apr3 6.79 MB
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Locations that you can access from your Android device open. The locations may be both
local and remote.

b. Tap the location that you want to upload a file or folder from.

3N i 100% B 7:00

Open from

&

@« © °

Images

Audio

Recent

Downloads

Drive

Drive

FileCloud (jennifer)

Contacts

Drive

Photos

File Manager
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The screen displays the items in the location.

c. Select and upload a file or folder.
2N i 100% & 7:00

My Drive

Choose an item /

20170417_132847_BurstO1.jpg
Modified Jun 28, 2017

20170417_132849_Burst01.jpg
Modified Jun 28, 2017

. 20170417_133127jpg
®  Modified Jun 28, 2017

20170417_133133.jpg
£ Modified Jun 28, 2017

> 20170417_133134.jpg
Y Modified Jun 28, 2017

% 20170417_133140.jpg
Modified Jun 28, 2017

20170417_134421jpg
Modified Jun 28, 2017

20170417_134422.jpg

Modified Jun 28, 2017 /

Cancel Select

a

Pop-up notifications inform you when upload is in progress and when upload is complete.

Upload a file by tapping More > Upload
To upload a file:

1. Open the FileCloud app.
2. Navigate to the folder where you want to save the file.
3. Click the more (three dot) icon for the folder.
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S & wMB® - PNYE 65% @ 1:04

= @ FiLecLoud Q
A

My Files :

) O Cilkar Fame [TT]

Name & v Filter items... a=s

. DI 19-20

May 26, 2020 8:18 AM ‘

. Datasheets s

Apr 04, 2022 11:23 AM °

. Media s

Dec 02, 2021 9:28 AM ‘

. Thumbnails s

Sep 15, 2021 9:29 AM ‘

f—ﬁ 2022-01-05.11h59_48.png A

be—d 364 B - Jan 05, 2022 11:00 AM

4. In the options that open, choose Upload to folder.
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S o m MBS - PRNIYE 65% m 1:04

. DI 19-20

Oig Share

¢ Add to Starred

"X Available offline

Download folder files

&
‘ﬁ, Upload to folder

Copy
) Move
[ll] Delete

D Rename

E> Apply color tag

A default location either local to or remote from your Android device opens, for example, Recent
(local files).

5. Click the menu icon in the upper left corner to see other locations.
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[ ERN]
1o i |

i i —
@ =

Recent HH

Modified v

saasforcovid.com — SaaS discounts...
1:15 PM 108 kB

CHS transcript grades 9, 10, and 11 ...
Apr 5 5.61 MB

Screenshot_20220405-170941.png
Apr 5 229 kB

Screenshot_20220405-164003.png
Apr 5 122 kB

Screenshot_20220405-160533.png
Apr 5 1.21 MB

Screenshot_20220405-160527.png
Apr 5 141 kB

6. Tap the location you want to choose a file from.
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& &AM - IN® T 74% 8 119

Open from

Images -
Audio

@ Recent

i Downloads

o Drive

o Drive

ﬁ FileCloud (jenniferp

Contacts

e O

Drive

7. Navigate to the file that you want to upload and tap it.
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IN® il 73% m 1:34

Camera Vv

v

M IMG_20220...

IMG_20220...
6.29 MB Apr 3 A

5.42 MB Apr 3

IMG_20220...
6.45 MB Apr 3

IMG_20220...
A 6.61 MB Apr 3
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Pop-up notifications inform you when the file is being uploaded and when upload is complete.
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@ FileCloud - 1 file * now v
Uploading file 1 out of 1

CANCEL PAUSE

D Size ¥ Y Filteritems...

DI119-20

Me , 2020 8:18 AM

Datasheets

Apr 04, 2022 11:23 AM

Thumbnails

Sep 15, 2021 9:29 AM

viewtracker-vie...3-20-26-51.c .
7.2 MB - Feb 2 2:27 PM 4

Upload while in another app

On Android, when you are working in another app, you can remain in that app and save a file in
FileCloud.

If you have opened an existing FileCloud file in an Office app for edit, when you save the file, the
changes are automatically saved to FileCloud. See Previewing and Editing Your Files in Android.

For general instructions on uploading a file from another app to FileCloud, see Saving Files from Other
Apps to FileCloud.

Restrictions on filenames and file extensions in FileCloud

Please note the following restrictions when uploading files to FileCloud:

¢ Files with the same name:
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 If you upload a file with the same name and the same case as another file in the same
folder, it overwrites the file.

¢ If you upload a file with the same name but a different case than another file in the same
folder, you cannot upload the file and the File Operations window displays a file name
conflict message.

¢ If you upload files with the same name but different file extensions, like myfile.doc and
myfile.docx, they are treated as different files.

¢ FileCloud cannot upload files with leading spaces in the filename.

* By default, files with the extensions php, php5, phar, and phtml cannot be uploaded into
FileCloud.

o For Admins

¢ To specify which file extensions may be uploaded into FileCloud, see Managing File Extensions
and Restricting File Extensions.

¢ To restrict certain filenames from being uploaded into FileCloud, see Restricting File Names.

Create New Files and Folders in Android

While you are working in the FileCloud Android app, various methods are provided to you for creating
new files and folders.

To access one of these methods, tap the 0 icon:

o Add a folder
e Enter text and save it as a .txt file
e Take a photo and save it as a .jpg file

¢ Scan afile and save it as a .pdf or .jpg file

Create New Folders in Android

While you are working in the FileCloud Android app, you can add a new folder to My Files or any of its
sub-folders.

1. Go to My Files or navigate to a My Files sub-folder.
2. Tap @ .
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2N ®.i 100% B 7:00
E G LECLOUD Q

A >

My Files

Size a Y Filter items...
. Internal documents .
08-06-2022 2:00 PM ¢

. backups .
08-06-2022 2:01 PM ‘

Add Content options open.
3. Tap New Folder.
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PN® . 100% B 7:00

Add content

rd .
B = [

New Folder Media Files
[ f
=
Take a picture Scan Write note
document

A dialog box opens.
4. Enter a name for the new folder.
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PN® . 100% B 7:00

New Folder

_

r

Medical records

records

all EsH Ecll i BG g
< B el R il il i - <)
©

5. Tap Create.
The new folder appears in FileCloud.
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PNV . 100% B 7:00

= @ FiLecLous Q
A >

My Files :
D Size a Y Filteritems... s=s

. Internal documents .
08-06-2022 2:00 PM ‘
. Medical records s
16-06-2022 2:59 PM *

. backups .
08-06-2022 2:01 PM b

Create Text Files in Android
While you are working in the FileCloud Android app, you can create a new text file.

1. Go to My Files or navigate to a My Files sub-folder.
2. Tap L+ 3
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2N i 100% B 7:00
= @ FiLecloud Q

A >

My Files :

D Size a Y Filter items... EEE
DI 19-20 .

May 26, 2020 8:18 AM

. backups .
Apr 21, 2022 8:48 AM ‘

{:: Tips and Tricks.txt
= 50 B - Oct 01, 2021 8:12 AM

Sample Text File.txt
132 B - May 23, 2022 11:08 AM

README.md

309 B - Dec 02, 2021 9:28 AM

Add Content options open.
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3. Tap Write note.

N9 . 100% B 7:00

Add content

eAP

New Folder Media Files

%\é’

Take a picture Scan Write note
document

A New note dialog box opens. Enter a name for the file, and tap Create.
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2N® . 100% B 7:00

New note

Web page reminde[] /

° reminder reminded

1 2 3 4 5

qgqwer T ty

il BSH Rl B RGN Bl

& z x ¢c vb nm &

® 53

The file opens.
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4. Enter the text for the note, and tap the save icon.

2N® . 100% B 7:00

X New note @

Add new images to landing page.

Zsa e v e m pn e
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The note appears as a new text file in FileCloud.

PN 9 . 100% B 7:00

= @ ruscions Q

A >

My Files :

(] size a ¥ Filteritems... sas
DI 19-20 2

May 26, 2020 8:18 AM

. backups s
Apr 21, 2022 8:48 AM *

(::‘ Web page reminder.txt .
31B - Jun 17, 2022 5:37 AM ‘
= Tips and Tricks.txt .

50 B - Oct 01, 2021 8:12 AM

1- ) Sample Text File.txt

- 132 B - May 23, 2022 11:08 AM

Scan a Document from Android

While you are working in the FileCloud Android app, you can use your phone to scan a document and
add it to FileCloud as a .pdf or .jpg file.

1. Go to My Files or navigate to a My Files sub-folder.
2. Tap @ .
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PN . 100% B 7:00
E ﬁ LECLOUD Q

A >

My Files :

D Size a Y Filteritems... a8
DI 19-20 :

May 26, 2020 8:18 AM

. backups .
Apr 21, 2022 8:48 AM ‘

IZ‘ Web page reminder.txt .
== 31B - Jun 17, 2022 5:37 AM ‘
:;i‘ Tips and Tricks.txt .
S 50 B - Oct 01, 2021 8:12 AM

F¥l‘ Sample Text File.txt g

132 B - May 23, 2022 11:08 AM

Add content options open.

Android - 414



FileCloud Online Version 23.261 FileCloud Mobile Access

3. Tap Scan document.

2N . 100% B 7:00

Add content

eAP

New Folder Media Files
[ f
-
Take a picture Scan Write note
document

A scan screen opens.

4. Position the document, and tap the Camera button to scan it.
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Backpack for laptop and baaks, wiraless mavse far lapin

_.l_llcw::). HOMI cable, shaets far Xl lang twin e, m:\h:‘;::lr:t.:u?:“;:'? '::n'; :’:‘ﬂ(t'i'w
m.::r nm' sloak, holder far pand and panclls an desk, nawdla thyeqg ki, mm'll gelansirn Al
b mnh fn"o;ar( l': allowed ), mini mierawaye (|7 Allawed) , [k ek HukE
S Pty fosm m.:‘"':. f::tw:“ lf:nl automatlg Ahutatt), siall Bl PR |
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wam‘ fller paper, graph papar, walenlatar, clun’:l :"'ﬂl el g

han 1es, rolls quartars for lavndry, laundry devsrgsnt g
4 A water wash, dryar shauts, hangers

WIpes, all purpasa clainar, s ar papee g
| IR I frashener

SANUE buttar jally, luneh mant, shasss sl
5@ water, salsa, guaeamole, oraimer

AMpOns, sontinaeptive pre e
ohe, ﬂl: flaps, flass s

ehips, tortlfa oy
Wave popcorn, &

The screen displays the borders of your selection for you to adjust.
5. Adjust the borders to include the text you want, and click the check button.
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PN . 100% B 7:00

6. To make adjustments to the image, use the edit buttons below the image.
7. To scan another page, use the camera+ button below the image.
8. Then tap the check button to save the scanned image.
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3N W 100% B 7:00

Backpack for laptop and books, wireless mouse feor laptop, mouse p P

allowed), HDMI cable, sheets for xl long twin be:

amforte
, comforte

lamp for desk, holder for pens and pencils on desk, need|
mini refrigerator with freezer( if allowed ), mini microw

shut off (if allowed) small box fan, iron{ automatic sh nkots ,E8 crate
or memory foam mattress for twin, body pillow If nee 1ow for bed, trash
basket, K cup machine ,micro wave containers, paper s cups. napking, plastic utensils
foil, storage gallon bags, sandwich bags, pamper ct samer for micro Wave

K, sticky

suppiies for dass: note books, pens, pencils, highlighters, sharpies, t

1 % pack {for
note pads, ruler, binder with filler paper, graph paper, calculator, draw string back P ck

quick trips)

Laundry bag or tall basket w/ handles, rolls quarters for laundry, | sundry deter
hot water wash/laundry liquid for cold water wash. dryer sheets, hangers
: < or paper towels,
Cleaning supplies: dust pan, broom, Clorox wipes, all purpose deaner, Fa6% O pap
Lysol spray, trash bags, Febreze spray, wall plug in freshener
" ~heasa sticks
aps, 0J, peanut butter jelly, lunch meat, cheesa SHCE
reamer

salsa, guac:mcle, [=

Refrigerator items: milk, bread,
yogurts, maye, dressing, fruit, salad items, case water,
. § bod!
oo, conditicner, body wash, decderant, cologne, perivme, ody
s, contraceptive products male
flops, floss sticks,

oom toilet wet

Bathroom caddy: shamp

lotion, make up Bag makeup, combs, brushes, pads, tampon

Jfemale, teothbrush, tooth paste, towels, h clothes wrobe, flip
gel, Listerine, blow dryer, curler, straightener, bathr

razors, mouse , spray,
wipes, soft toilet paper (if needed)
sudafed, bandaids, cough drops, tissues,

cold medicine,
ein bars, protein powder,

first Ald items: Tylenol, Motrin,
Gatorade, vomit bags, saltines, bug spray, suntan lotion, prot
(shaker cup) ammonium AD, hydrocertisone

<: coaf, jacket , sweatshirts, sweatpants, pants, jeans, socks, underwear, , work

Winter clothe
boots, sneakers, girls dresses, blouses, sweaters, shorts, T

cut clothes, belts, shoes, sandals,
shirts, Bathing sult, hats , scarves, gloves

snack bucket: skittles, candy, chocolate, crackers, cookies, goldfish, chips, tortilla chips,
granola bars, cereal, mac and cheese cups, ramen soup cups, micro wave popcorn, k cups,
sugar, pudding cup ( non refrig.) cake ina mug

Editimage Scan another page

/7 \\
D T

A Save scan dialog box opens.

9. You may change the file name, If you have only scanned one page, you are prompted to choose
tc;??_\lle it as a pdf or jpg file; if you have scanned multiple pages, you can only save them as a
pdf file.

10. Click Confirm.
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100% W 7:00

Save scan

Filename
{ Scan_2022_061711_011

® POF O Jrc

Cancel /Confirm

The file is saved in FileCloud.
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2N i 100% B 7:00

= My Files Q
u Size a Y Filter items... EEE
FileCloud Onl...ataSheet.pdf .
447 KB - May 27, 2022 2:01 PM °
guide-to-geog-...-2020-2021.pdf .
610 KB - Jan 16, 2022 3:06 PM ¢
—_ viewtracker-vie...4-15-16-38.csv .
— 1013 KB - Feb 24, 2022 9:16 AM ‘
Scan_2022_061711_0112.pdf .
1.01 MB - Jun 17, 2022 6:01 AM ‘
et IMG_20220418145205439.jpg .
d 31 MB - Apr 19, 2022 6:12 AM ‘
FullSizeRender.MP4 .
3.62 MB - Feb 10, 2022 2:15 PM ‘

Snap and Save a Picture in Android

While you are working in the FileCloud Android app, you can take a picture and add it to FileCloud as
a .jpg file.

1. Go to My Files or navigate to a My Files sub-folder.
2. Tap @ .
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Add content options open.
3. Tap Take a picture.
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2N® . 100% B 7:00

Add content

e

New Folder Media Files

/% 2

Take a picture Scan Write note
document

Your phone's camera opens.
4. Take the photo.
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You are notified of the stages in the uploading process.

. @, FileCloud - 1 file * now

= File successfully uploaded
Photo_2022_06_17_12_39_25.jpg

FullSizeRender.MP4
3.62 MB - Feb 10, 2022 2:15 PM

!a IMG_20220527.114636285.jpg

i 4.39 MB - May 27, 2022 12:33 |

@ IMG_20220325_115133492.jpg

4.76 MB - Mar 25, 2022

Once upload is complete the file appears in FileCloud.
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| Size a Y Filter items...

4
*-r T
[ 26

My Files Q

IMG_20220418_.145205439.jpg

FullSizeRender.MP4

Photo_2022_06_1712_39_25.jpg

IMG_20220527114636285.jpg

IMG_20220325_115133492.jpg

IMG_20220403_131435154_HDR.jpg

IMG_20220403_131532629.jpg

Download Files on Android

FileCloud Online Version 23.261 FileCloud Mobile Access

If you don't want to sync files, you can perform a one-time download of a file or all files in a

folder.

To download a file:

1. Open the FileCloud app.

To download a folder:

1. Open the FileCloud app.
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To download a file: To download a folder:

2. Open the folder where the file is located, and tap 2. Navigate to the folder, and click the more (3 dot)
the more (3 dot) icon next to the file. icon next to the folder.

S wMBEE L - RN 65% @ 1:01 & & w MBS - PRNIYEE 65% m 1:04

— @ FLEcLowd Q = @ FiLecLowd Q
4 > My Files > A >
Datasheets : My Files :
| | Name a Filter i HH (] Name Filter tems o
FileCloud Server DataSheet.pdf .
488 KB - Apr 04, 2022 11:21 AM DI19-20 :

Datasheets

A4 9099 11:92 AM
4,202211:23 AM

Apr 04, 20

Thumbnails

5,20219:2

r'—J‘ 2022-01 -05.11h59_48.png

_ - - : ——

oo

R_ |a
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To download a file: To download a folder:
A list of actions opens. A list of actions opens.
3. Tap Download. 3. Tap Download folder files.

& & QA M - 3N 29% 2 440 L o mMB B - PNYE 65% m 1:04

FileCloud Server

DataSheet.pdf - i . D:Hg_zq

(4" Open with... Otg Share
4% Download ¢ Add to Starred
dg Share
Add to St d ~ . .
D¢ Q Starre! “S  Available offline
@ Send...
4% Download folder files
@, Upload to folder
Copy
i) Move
Copy
Delete
i) Move
D Rename
[ Delete

=D
Send for approval D Rename

<
©

Apply color tag
E> Apply color tag
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To download a file:

A pop-up natification confirms that the file is being
downloaded.

&, FileCloud - 1 file * now v
Downloading file 1 out of 1 488 KB

CANCEL PAUSE

| Size w Y Filteritems... ass

FileCloud Server DataSheet.pdf

The file is saved to your default download location
on Android.

Set a default download location on Android.

FileCloud Online Version 23.261 FileCloud Mobile Access

To download a folder:

You are prompted to confirm that you want to
download all files in the folder.

4. Tap Confirm.

A pop-up notification confirms that the files are being
downloaded.

é] FileCloud - 6 files * now v
Downloading file 1 out of 6 50.2 KB

CANCEL PAUSE

-y - - — -

‘ Size ¥ Y Filteritems...

T R
e

...
- Thunjbr’jails" ‘

viewtracker-vie...3-20-26-51.c

The files are saved to your default download location
on Android.

Copy and Paste Files or Folders on Android

To copy and paste files or folders:

1. Open the FileCloud App.

2. Navigate to the file or folder you want to copy.

3. Tap the more (three dot) icon next to the file or folder.
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2N® . 100% N 7:00

— @ FiLecLoud Q
A > My Files >
Datasheets y
ni Size ¥ Y Filteritems... sas

FileCloud Server DataSheet.pdf

Apr 04. 2022

4. Tap copy.
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PN® . 100% B 7:00

FileCloud Server
DataSheet.pdf

D/' Open with...
d:  Download

O@ Share

i} Add to Starred
G) Send...

Copy

) Move

[ Delete

P Rename

ﬂ Send for approval
©

Apply color tag

5. Navigate to the location where you want to copy the file or folder.
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6. Click Copy here.

2N . 100% W 7:00

X  Copylitem
4 > My Files > DI19-20

IMG_20220403_131532629.jpg

£

/’ IMG_20220403131435154_HDR.jpg
IMG_20220403.112046295.jpg
d4afeaba-3d18-4d2...2d5b9900ac.docx

B Screenshot_20220405-160533.png

s IMG DR~3.jpg
R Copy here

You are notified that the file or files in the folder have been copied to the location.
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N9 . 100% B 7:00

= @ FiLecLoud Q

4 > My Files >

DI119-20

[:] Size ¥ Y Filteritems...

IMG_20220403_131532629.jpg
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2.51 MB - May 26, 2020 8:18 AM

Successfully copied files

Move Files or Folders on Android
To move files:

1. Open the FileCloud App.
2. Navigate to the file or folder you want to move.
3. Tap the more (three dot) icon next to the file or folder.
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2N . 100% N 7:00

= @ FiLecLous Q
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4. Tap Move.

2N . 100% B 7:00

- 2022-03-08_10h44_32.png

Open with...
Download
Share

Add to Starred

VD H B N

Send...

Copy

) Move
[l Delete

CD Rename

Send for approval

Apply color tag

5. Navigate to the location where you want to move the file or folder.
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6. Tap Move here.

2N® . 100% B 7:00

X Move 1item
A > My Files > DI 19-20

Clients.txt
PagesWithChars.txt
AbSubAddressBookSmall.JPG.jpg

errorCodes.txt

Screenshot_20220405-144012.png

Screg 550.png
Move here
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You are notified that the file or files in the folder have been moved to the location.

2N . 100% B 7:00

@ riLecLoud Q

A > My Files >

DI 19-20 :

D Size VFiIteritems...

g Clients.txt
52 B - Apr 04, 2022 9:25 AM

moved file
- 2022-03-08_10h44_32.png .
= 567 B - Apr 06, 2022 3:09 PM

g PagesWithChars.txt
1KB - Feb 11, 2022 10:14 AM

== AbSubAddressBookSmall.JPG.jpg
| 26 KB - Nov 06, 2013 8:50 Ar\y’

oo

R
Y
o

P

Successfully moved files 0

Delete Files or Folders on Android
To delete files or folders permanently:

1. Open the FileCloud App.
2. Navigate to the file or folder you want to delete.
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3. Tap the more (three dot) icon next to the file or folder.

3N W 100% B 7:00
— @@ riLecLoud Q

A > My Files >

DI119-20 :
[jﬂ Size a Y Filteritems... 5s

Datasheets
——

Apnr 06 > 2:10 PM
API ”.)’.) 9210 P r\ll

Clients.txt

52 B - Apr 04, 2022 9:25 AM

- 2022-03-08_10h44_32.png

567 B - Apr 06, 2022 3:09 PM

PagesWithChars.txt

1KB - Feb 11, 2022 10:14 AM

I.JPG.j
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4. Tap Delete.

2N ® . 100% B 7:00

Clients.txt

D/' Open with...
4% Download

Oig Share

¢ Add to Starred
@

Send...

Copy

) Move
[l Delete

D Rename

Send for approval

Apply color tag

You are prompted to confirm.
5. Confirm the deletion.

6. You are notified that the file or files have been deleted.
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PN® . 100% B 7:00

= @ FiLecLoud Q

4 > My Files >

DI119-20

[j Size a Y Filter items...
. Datasheets
Apr 06, 2022 3:10 PM

- 2022-03-08_10h44_32.png
e 567 B - Apr 06, 2022 3:09 PM °

oo

g PagesWithChars.txt
1KB - Feb 11, 2022 10:14 AM

AbSubAddressBookSmall.JPG.jpg .
‘ ‘ 26 KB - Nov 06, 2013 8:50 AM

Successfully deleted files

Note: If you are deleting a folder, the folder as well as the files in it are deleted.

Rename Files or Folders in Android
To rename files or folders:

1. Open the FileCloud App.
2. Navigate to the file or folder you want to delete.
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3. Tap the more (three dot) icon next to the file or folder.

M@ w ADDD PN il 81% W 11:05

A >

@@ FiLecLoud

My Files

‘:J Size a v Filter items...

Financial

Apr 08, 2022 1:50 PM

mortgage.xIt

28 KB - Apr19, 2022 10:02 AM

income statement for 2021 - Copy.xls

30 KB - May 29, 2020 12:17 PM

certificate of deposit - Copy.xlIsx

34 KB - Nov 04, 2020 8:51 AM

bank statement - Copy.xltx

39 KB - May 29, 16 PM

insurance two - Copy.dotx

65 KB - May 29, 2020 12:24 PM

insurance policy - Copy.dot

Q

eoe
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4. Tap Rename.
MPssmw ARD - RFN® 4 81%m 11:05

income statement for 2021
- Copy.xls 0

30 KB - May 29, 2020 12:17 PM
Open with...
Download
Share

Add to Starred

VAN

Send...

O

Copy
Move

Delete

& O

D Rename “"
Send for approval

Details

4
E> Apply color tag
®
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5. Enter the new filename, and tap Rename.
M@ssw ABRD - 3NO . 81%m 11:05

Rename
Filename /

{ income statement for 2022

Cancel Rename

GIF 5 o $

43 B58 RGA B/ RSN B B

The file or folder is renamed.
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MXassmw ARD - FINO “ 4 81% H 11:06

= @@ riLecLoud Q
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My Files :

| | size a ¥ Filteritems... ass
. Financial .
Apr 08, 2022 1:50 PM “
mortgage.xit .

m income statement for 2022.xls
30 KB - Apr 19, 2022 10:05 AM ¢

m certificate of deposit - Copy.xlIsx .
34 KB - Nov 04, 202( AM ¢

bank statement - Copy.xItx .

May 29 012:16 PM ‘

= insurance policy - Copy.dot
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Viewing File and Folder Information in Android

You can view general information including version and retention policy details, as well as activities,
metadata, and comments for each file and folder in Android.

PN . 100% N 7:00

X More info

® W 0

Details Activity Metadata Comme...

mortgage - Copy.xlt

Path

A > jared taylor

Versions

Version 1

by jared taylo

@ Retention

How to access details tabs for a file or folder
There are two ways to access the details tabs for a file or folder.

Click the more icon

1. For any file or folder, click the more (3 dot) icon next to the file or folder.
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2N . 100% N 7:00

= @ FiLecLous Q

A >

My Files

ﬂ_l Size a Y Filter items...

DI 19-20
May 26, 2020 8:18 AM
. Media

README.md

_T 2022-01-0511h59_48.png

264 R - O 9099 1100 AM
364 B - Jan 05, 2022 11:00 AM

Sample Markdown.md

y 1 KB - Dec 02, 2021 9:28 AM

A list of options opens.
2. Click Details.
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PNV . 100% B 7:00

Share

%
ﬁ Add to Starred

S Available offline

Download folder files

&
‘@, Upload to folder

D

Copy

Move

2 O

Delete

D Rename

@ Apply color tag
©,

Details

The More info screen opens. From there, you can browse the information on the Details, Activity,
Metadata, and Comments tabs.
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X More info
® W
Details Activity

. DI 19-20

Path

A > jenniferp

@ Retention

Click the information icon

| €2

Metadata

Comme...

e retention policy

FileCloud Online Version 23.261 FileCloud Mobile Access

This method is a shortcut, but is only available for some files and folders.
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If the file or folder has an information icon next to it, click the icon.

PN . 100% N 7:00

= @@ FiLecLoud Q
A >
My Files :
[ ] size « Filter | Bz

README.md
309 B - Dec 02, 2021 9:28 AM
rfi 2022-01-05.11h59_48.png

Sample Markdown.md

1 KB - Dec 02, 2021 9:28 AM

The More info screen opens. From there, you can browse the information on the Details, Activity,
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Metadata, and Comments tabs.

PN . 100% N 7:00

X More info

® W / )

Details Activity Metadata Comme...

(= README.md

200 R Nam D OF
309 B -Dec 02, 20

Path

A > jenniferp

Versions

Version 1

by

@ Retention

Viewing Version and Retention Policy Information in Android

On the Details tab of the More Information screen, you can view version and retention policy
information.

To access the More Information screen, see Viewing File and Folder Information in Android.
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EOAOMB ¥ w - FNO. 100% 0B 2:5
X Moreinfo
® W O
Details Activity Metadata Comments

income statement for 2021
- Copy.xlIsx

Path

A > jared taylor

Versions

Version 3 v
Version 2 v
Version 1 v
@ Retention

Policy name
60-day retention

A version is a modified copy of a file. Versions can be viewed, but not managed in Android. However,
they can be managed in the user portal.
See View Previous Versions Of Files for information about managing versions in the user portal.

A retention policy places restrictions on the way a file or folder can be handled. Retention policies can
be viewed in Android, but can only be modified in the admin portal.
See Retention Policies for more information.

Viewing Activities in Android

On the Activity tab of the More Information screen, you can view recent activities performed on the file
or folder.
To access the More Information screen, see Viewing File and Folder Information in Android.
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SO A OMB L w - FNO . 100% N 3:26
X More info
® W |
Details Activity Metadata Comments

jared taylor
saved metadata values for this

jared taylor
downloaded this

jared taylor
unlocked this

jared taylor
updated this

Viewing and Adding Metadata in Android

On the Metadata tab of the More Information screen, you can view and add metadata information.
To access the More Information screen, see Viewing File and Folder Information in Android.
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For information about adding metadata to files and folders, see Adding Metadata.

EOAOMB I w - FN® 100% 0 3:42
X More info
® W O
Details Activity Metadata Comments

Add Metadata

Mobile test v Add

DLP allowed © w

dip-allowed

@)

content ©@ 0]

categories

Viewing and Adding Comments in Android

On the Comments tab of the More Information screen, you can view and add comments about the file
or folder.
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To access the More Information screen, see Viewing File and Folder Information in Android.

EOAOMB ¥ w - FN® 100% 0 3:47
X More info
® W | G2
Details Activity Metadata Comments

% jennifer

just now

Please see my suggestions.

Write a comment m

To add a comment to a file or folder, click Add, and enter the comment in the text box.

Note that you cannot tag a user in a comment added in Android as you can when you add a comment
in the user portal.

Sending a File for Approval in Android

The ability to request file approval is available beginning in FileCloud 21.2.
Admins: Disabling file approval through user policies is available beginning in 23.241.6.
See Disabling Send for Approval.

When you request that another user approve a file, you are notified of the approver's response, but the
response does not alter the file's status.
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To request approval of a file:

1. Log into the FileCloud app and navigate to the file that you want to send for approval.

3N .i 100% B 7:00
= @ FiLecLoud Q

A >

My Files :

Size W Filter items...

. DI 19-20
May 26, 2020 8:18 AM
. Media
Dec 02, 20219

README.md
309 B - Dec 02, 2021 9:28 AM

2022-01-05_11h59_48.png

54 B - Jan 05, 2022 11:00 AM

<)

Sample Markdown.md

219:28 AM

1 KB - Dec 02

Sample Text File.txt

= 4 KB - Apr 04, 2022 7:20 AM G
i Sample Excel File.xlsx .

2. Tap the More (3 dot) icon for the file, and then choose Send for Approval.
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2N 100% B 7:00
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D/' Open with...
& Download

Ofg Share

ﬁfj Add to Starred
@

Send...

Copy

T Move
[ii] Delete
D Rename

Send for approval <

Details

A Send File for Approval dialog box opens.

4
E) Apply color tag
©,
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2N 100% B 7:00

Send for approval

Send to

'Jsername or email address

No users
Message

Please, approve this file.

Attachments

E sample Markdown.md

[ Cancel ] Confirm

3. In Send to, enter the usernames or email addresses of existing FileCloud users.

4. You may change the note in Message or leave the default of Please, approve this file.

5. Click Confirm.
The approval is sent to the approvers' inboxes in FileCloud.
The approver will receive a notification alert, and can proceed to approve or reject the file.
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2N 9 . 100% N 7:00

—0
= @@ riLecLoud Q
All files
| =]
My Files Shared with me
Recent Documents Show All
IMG_20220403_131532629.jpg
testnote.txt
B - Apr 12. 2022 8:5 M
u Photo_2022_04_12_13_51_34.jpg
Starred Show All

For instructions on approving or rejecting files, see Approving files in Android.

Approving files in Android

To check for approve activities on your Android:

1. Log into the FileCloud app on your Android.

Users can send files to another user for approval and receive an approve or reject response. The
response does not change the file's status; the person who requests approval can take any next action
on the file whether it is approved or rejected.

From an Android device, you can check if files have been sent to you for approval and if files you have
sent for approval have been approved or rejected. You can approve, reject, or send a comment about a
file that has been sent to you for approval, and you can exchange comments with an approver that you
have sent a file to.

A red dot overlays the menu icon in the upper-left corner to indicate that a file is awaiting your

approval.

2. Tap the menu icon.
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3 9 100% B 7:00

—0
= @@ FiLecLoud Q
2 Allfiles
My Files ® Team Folders
| ]
® Network Shares Shared with me
) Recent Documents Show Al

Screenshot_20250227-122443.png

. 112KB-Feb 27,2025 6:34 AM
: Screenshot_20250227-122158.png .
i 84 KB - Feb 27, 2025 6:24 AM :
£ Screenshot_20250227-122214.png .
80 KB - Feb 27, 2025 6:24 AM ‘

Starred Show All

The navigation panel opens. A red dot with the number of files awaiting your approval overlays
the Actions link.
3. Tap the Actions link.
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3 .4l 100% B 7:00

e Jennifer

»

Dashboard
© Recent
¥r Starred

«, Shared by me

[P Actions /

A o .
E File operations

1 Settings

(& Logout

The Actions screen opens to the Inbox tab. The Inbox tab shows files waiting for your approval.
From here, you can either approve or reject a file, view details, add a comment, or preview it.
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3 .4l 100% B 7:00

& Actions

£ Inbox @ £y Sent

Jessica :

Please, approve this file.

E Waiting for approval
®©  2025-02-27 09:45:14
(|

jessica@example.com

P DefaultDownload.png

4. Click the Sent tab to see files that you have sent for approval.
Status is either In review, Rejected, or Approved.
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From here, you can preview the file, view details, or add a comment.

3 @ .4 100% B 7:00

& Actions :

A

&5 Inbox 3 Sent

Jennifer

Approved
2024-01-19 10:00:32

jennifer.perkins@filecloud.com

IMG_2531.MOV

Jennifer

Approved
2024-01-17 14:26:11

jennifer.perkins@filecloud.com

20231210-1042_001.jpg

Jennifer

To approve or reject a file

1. Inyour Android, go to the Actions screen.
2. In the Inbox, tap the more (triple-dot) icon to the right of a file waiting for approval.

Android - 460



FileCloud Online Version 23.261 FileCloud Mobile Access

2N 100% B 7:00

& Actions :
& Inbox @ &) Sent
jared taylor —

Please, approve this file.
X Waiting for approval
®©  2022-04-14 10:04:03

B9 jaredtaylor978@gmail.com

certificate of deposit 2021 - Copy.pdf

Waiting for approval

2022-04-14 10:03:52

e jared taylor :
Please, approve this file.
&

jaredtaylor978@gmail.com

PN IMG_20220403_131532629.jpg

Reject and Approval buttons pop up.
3. Click one of the buttons.
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BN . 100% B 7:00

& Actions :
& Inbox @ £ Sent
jared taylor :

Please, approve this fila

X Waiting for ay & Approve

®©  2022-04-14 10:04:03

B9 jaredtaylor978@gmail.com

certificate of deposit 2021 - Copy.pdf

Waiting for approval

2022-04-14 10:03:52

e jared taylor :
Please, approve this file.
&

jaredtaylor978@gmail.com

PN IMG_20220403_131532629.jpg

The file disappears from your inbox. The user who sent the file for approval will receive a
notification that it has been acted on, and in their action screen the file appears as approved or
rejected:
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< Back to all actions

e Action by

jared taylor
Please, approve this file.

To: jenniferp Created on: Apr 14, 2022 10:03 AM

Action approved

(] comment ¢/ Attachments

Add comment
/- Activity

e Approved by jenniferp

Commented by jenniferp

Looks good!

B  MG_202204

To view details or comment on a file

You can view details and comment on a file, whether or not it has been acted on yet, in your Inbox or
Sent tab. If the file is in your Inbox tab, the details screen also displays Approve and Reject buttons.

1. In your Android, go to the Actions screen.
2. Go to the tab where the file appears.
3. Tap any blank area in the box for the file.
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2N 100% B 7:00

& Actions :
& Inbox @ ) Sent
e jared taylor :

Please, approve this file.

X Waiting for approval
®©  2022-04-14 10:04:03

B9 jaredtaylor978@gmail.com

certificate of deposit 2021 - Copy.pdf

Tap a blank area inside the box.

Waiting for approval \

2022-04-14 10:03:52

e jared taylor :
Please, approve this file.
&

jaredtaylor978@gmail.com

PN IMG_20220403_131532629.jpg

Details of the file open. Comments are treated as actions, so any comment that has already
been added appears under Activity.

4. You may enter a comment into the Write a comment box at the bottom of the screen, and tap
Add.
The user who sent the file for approval receives notification of the comment and can open the
file and view it

5. You may also Reject or Approve the file from this screen.
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2N 100% B 7:00

& Actions

jared taylor
Please, approve this file.

E This action requires approval from you
©  2022-04-1410:03:52

B9  jaredtaylor978@gmail.com

P IMG_20220403_131532629.jpg

0/1 approved

W Activity

e Commented by jenniferp

Looks good!
2022-04-14 10:14:49

e Action created by jared taylor

2022-04-14 10:03i/

Write a comment

To preview a file

You can preview a file that has been sent for approval, whether or not it has been acted on yet, in your
Inbox or Sent tab.

1. In your Android, go to the Actions screen.
2. Go to the tab where the file appears.
3. Tap the filename.
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2N .4 100% B 7:00

& Actions :

& Inbox @ & Sent

e jared taylor :
Please, approve this file.
&4

Waiting for approval
2022-04-14 10:03:52

jaredtaylor978@gmail.com

/

P IMG_20220403_131532629.jpg

Depending on the file type, FileCloud either opens it immediately for preview or prompts you to
choose an application to open it in. For information about how different file types are previewed
in Android, see Previewing and Editing Your Files in Android.

Media Sync/Photo Backup on Android

You can use the FileCloud app to sync media (automatically back up photos and videos) to the
FileCloud server in the background.

¢ The FileCloud app will automatically detect new photos and videos and back them up to the
selected location.

To enable automatic backup, you either need an administrator account or your administrator has to
configure this setting for you.
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To configure automatic backup of photos and videos:
1. Configure the Admin Settings
To configure the administrator settings:

1. Inthe FileCloud admin portal's left navigation bar, scroll down and click Settings. Then, on

(@]
the Settings navigation page, click Endpoint Backup = .
The Endpoint Backup settings page opens.

2. Enable Allow camera uploads.

Endpoint Backup OReset to defaults |

Allow users to back up

6

Enable users to back up with FileCloud Sync app.

Allow camera uploads

Allow automatic backup of photos and videos from mobile devices.

Backup path

Root storage path for user backups. Admin can override in user details. If '"My /SUSERNAME/backups/
Files' is disabled, admin must specify a new path in user details for each user.

Backup notification email

Email for notification of backup status

3. Click Save.
2. Configure Your Android Device
To configure your Android device:

1. Open the FileCloud app.
2. In the upper-left corner, tap the menu icon.
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MB L ww - RO, 50%m 2:00

= @ FiLecLoud Q

4% Allfiles

My Files ® Team Folders

Shared with me

Recent Documents Show All
5 Souvenir.jpg
. 5 99 KB - Apr 30, 2021 1:34 PM
E IMG_20210611_143230325.jpg
2.2 MB - Jun 14, 2021 7:02 AM

A list of options opens.
3. Click Settings.
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3 ®HBE i 100% B 7:00

e jennifer

»

Dashboard

Recent

*» ©

Starred

A

Shared by me

= Offline files

[} Actions

& Settings /

(< Logout

4. Inthe list of settings, slide the Media Sync switch to the right so that it is on.
Although Media Sync has multiple options, the only one required to set up automatic backup is
Server.

5. Tap Server.
Choose a server to select it as the backup server.

6. Set any of the other options shown in the table below.

Android - 469



FileCloud Online Version 23.261 FileCloud Mobile Access

SAND LI WAl 1 Enable media sync - Turns media sync

X Settings

Security

Enable lock

Media Sync

Enable media sync

Automatically upload content from a source

Server

Source

Destination folder

Ivackin
yackup

Check status

Offline sync

Automatic sync

Offline files will be updated automatically

on.
2 Server - (required) The backup server.

3 Source - (optional) The local folder the
app retrieves pictures from for backup.
By default, your Android's main camera
folder is used.

4 Destination folder - (read-only)
Displays the path to the server folder
your media is uploaded to and stored for
backup.

5 Check status - Displays a dialog box

() with information about the current

status of media uploads.

Star a File or Folder

You can star your favorite files and folders in FileCloud. The Starred folder appears when you initially
log in on Android, and when you tap Starred in the navigation pane.

To add a file to starred:

1. Open the FileCloud App.

2. Navigate to the file or folder you want to star.
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3. Tap the more (three dot) icon next to the file or folder.

3 N® . 100% N 7:00
@ FiLecLoud Q
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My Files :

[ | size o Y Filter items. HH
. Financial
Apr 08, 2022 1:50 PM .
B mortgage - Copy.xlt .
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28 KB - Ma 12:17 PM

y 29,

m income statement for 2021 - Copy.xls

3 - May 29, ) 12:17 PM

m certificate of deposit - Copy.xlsx .
34 KB - Nov 04, 2020 8:51 AM

= bank statement - Copy.xltx :
— 39 KB - May 2012:16 PM
i insurance two - Copy.dotx
— 65 KB - May 29, 2020 12:24 PM H
= insurance policy - Copy.dot .

The navigation panel opens.
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4. In the navigation panel, click Add to Starred.
3N . 100% B 7:00

mortgage - Copy.xlt 6

28 KB - May 29, 2020 12:17 PM

Open with...
Download
Share

Add to Starred

&
&
S
A
@

Send...

O

Copy
Move

Delete

B O

P Rename
Send for approval

Details

Now a star appears next to the file or folder:

4
E> Apply color tag
®
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2N ® . 100% N 7:00

E. @@ riLecLoud Q

A >

My Files :

|:l Size & Y Filter items... ass
Financial :
Apr 08, 2022 1:50 PM ¢
[— mortgage - Copy.xlt .
= 28 KB - May 2¢ ) 12:17 PM
income statement for 2021 - Copy.xls .
m 30 KB - May 29, ) 12:17 PM
m certificate of deposit - Copy.xlsx
34 KB - Nov 04, ? :51 AM
bank statement - Copy.xItx .
39 KB - May 2¢ 012:16 PM .
= insurance two - Copy.dotx .
‘ 55 KB - May 2012:24 PM ¢
= insurance policy - Copy.dot .

and when you first log in to FileCloud on Android or when you click Starred in the navigation

pane it appears in the list of Starred files and folders.
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BN 100% N 7:00 BN . 100% B 7:00

Iy

@@ FiLecLoud

All files

My Files

@ Recent Documents

(— mortgage - Copy.xlt

28 KB - May 2

012:

IMG_20220403_131532629.jpg

5.86 MB - Apr 03, AM

testnote.txt

15 B - Apr 12, 2022 8:53 AM
Starred

mortgage - Copy.xlt
y 29, 2020 12:17 PM

28 KB - May

Q

Shared with me

Show All

Show All

E. @ FiLEcLoud

A >

Starred

[: Size a V f':ic—,riie-'nz.,, HH

mortgage - Copy.xlt

28 KB - May 29, 2020 12:17 PM

Searching on FileCloud Android

File and folder name search as well as content search are available in FileCloud on Android; however,
the content search feature is only available if it is configured in your system. Searching is case-

insensitive.

Content search hits are returned with the matching string emphasized except in the case of lengthy
search results, where omitting emphasis achieves quicker response time.

To perform a search:

1. Inthe FileCloud Android app, navigate to the folder that you want to search, or remain in All files

to search all files and folders.

2. Tap the Search icon in the upper right corner.
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PN .4 100% B 7:00
= g@ FiLecLoud Q

All files

=

. _ Network

My Files ’ Shares
Recent Documents Show All
customerlist.txt
192 B - 05.11.2020 2:31 PM g
certificate of deposit.pdf
73 KB - 20.11.2020 9:25 AM ‘
bank statement1.pdf

70 KB - 17.05.2021 1:24 PM

Starred Show All

4
@

3. Enter your search term, and tap Search.

FileCloud Online Version 23.261 FileCloud Mobile Access
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2 N®YEE 100% B 7:00
coIIege| — &

&
“O test

D

“O account

“O online
° college colleges

q1 WZ e3 r4 tS y6
1P Ly
< E R R R R R (<)

©

Your search results are listed. Content search results are bolded.
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3N ®YEE 100% B 7:00

< Results for "college" C

customerlist.txt
192 B - 05.11.2020 2:31 PM

|

Middletown Community College J. B.
Taylor, Inc. Old Towne Soda Company
Fran Miller, Legal

A >

Apply Color Tag Metadata in Android

Color tag metadata enables you to assign colors to files and folder for categorization and searching.

For admins
For more information about color tag metadata, see Working with Built-In Metadata.

To apply a color tag to a file or folder:

1. Open the FileCloud App.
2. Navigate to the file or folder you want to apply the color tag to.
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3. Tap the more (three dot) icon next to the file or folder.

3N W . 100% N 7:00
= @@ FiLecLoud Q

A >

My Files :

Size a YV Filteritems... HH
Financial
Apr 08, 2022 1:50 PM °
— mortgage.xit .
28 KB - Apr 19, 2022 10:02 AM *
m income statement for 2022.xls :
30 KB - Apr 19, 2022 10:05 AM &
m certificate of deposit - Copy.xlsx
34 KB - Nov 04, 2020 8:51 AM ¢
= bank statement - Copy.xltx
39 KB - May 29, 2020 12:16 PM *
= insurance two - Copy.dotx .
’ 65 KB - May 29, 2020 12:24 PM E
= insurance policy - Copy.dot :
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4. Tap Apply color tag.

2N ® i 100% W 7:00

mortgage.xlt o

28 KB - Apr 19, 2022 10:02 AM

Open with...
Download
Share

Add to Starred

e
&
S
pAS
@

Send...

O

Copy
Move

Delete

® O

P Rename
Send for approval

Details

A pop-up displays colors.

4
E> Apply color tag
®
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5. Tap the color that you want to apply.
3N .4 100% B 7:00

Apply color tag

/
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The color tag appears next to the file or folder.

2N W i 100% B 7:00

= @@ FiLecLoud Q
A >
My Files :
(] size a Y Filteritems.. HH
Financial

Apr 08, 2022 1:50 PM

mortgage.xlt @
28 KB - Apr 19, 2022 10:02 AM

m income statement for 2022.xIs
30 KB - Apr 19, 2022 10:05 AM

m certificate of deposit - Copy.xlsx
34 KB - Nov 04, 2020 8:51 AM

bank statement - Copy.xItx
39 KB - May 29, 2020 12:16 PM

insurance two - Copy.dotx
! 65 KB - May 29, 2020 12:24 PM

insurance policy - Copy.dot .

File Locking in Android

o File and folder locking is available beginning in version 23.232 of Android.

Locking is available for both files and folders. It indicates that you are actively editing that file or folder
and don't want others to edit it as well.

Locking must be enabled by your administrator in FileCloud to enable you to lock a file or folder.

When a file or folder is locked in Android:

Android - 481



FileCloud Online Version 23.261 FileCloud Mobile Access

¢ Alock icon overlays the file or folder:

3 5 100% M 7:00
= @@ FiLecLous Q

A >

My Files :

| I Size a Y [IL':‘I tems...

. DI 19-20
29-05-2020 1:16 PM

% Images
. Info Shewsts
26-04-2023 1:

New accounts

7-01-2024 10:50 AM

backups

28-09-2023 2:14 PM

— Reminder.txt

= e 21B-17-01-2024 10:51 AM G

companyiD.txt

¢ The owner of the lock has full access to that file or folder and can modify it.
¢ Admins can always override a lock using the admin panel.

A lock can be set up to prevent the locked file from being read. In that case other users cannot
download or view the locked file or folder.

The following table shows the behavior depending on the type of lock.

Lock type Access by lock owner Access by others

Read Full access to the file is available. Share/ Only read is allowed. No modification
permitted Sync/Edit/Delete allowed. is allowed.

Read not Full access to the file is available. Share/ No access is provided. All access
permitted Sync/Edit/Delete allowed. using all clients is blocked.
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Locking a File or Folder in Android

To lock a file or folder:

1. Tap the More icon to the right of the file or folder.

2 € 100% 0 7:00

= @@ FiLecLous Q
a>
My Files :
l_l Name & 7V Filter items... ass
. DI 19-20
29-05-2020 1:16 PM
Images
19-01-2024 8:42 AM
. Info Sheets
26-04-2023 1:11 PM
. backups
28-09-2023 2:14 PM
m Annuity template.docx
57 KB - 23-05-2022 8:34 AM

bank statement - Copy.xltx

39 KB - 29-05-2020 1:16 PM G

bank statement.xltx

A list of actions for the file opens.
2. Tap Lock.

FileCloud Online Version 23.261 FileCloud Mobile Access

Android - 483



A4

m Annuity template.docx
57 KB - 23-05-2022 8:34 AM

02

Open with...
Download
Share

Add to Starred
Lock

Send...

T SN

O

Copy

Move

&

Delete

D Rename

ﬁ Send for approval
®

Details

A popup with lock options opens.

100% B 7:00

FileCloud Online Version 23.261 FileCloud Mobile Access

3. To prevent the item from being modified by other users, but to allow them to continue to

download and read it, just tap Lock.

To prevent others from modifying, downloading and reading the item check Prevent others from
downloading this file while locked before tapping Lock.
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To set an expiration date for the lock, select Expires and choose an expiration date.
3 ¥ 100% B 7:00

X Lock 'Annuity template.docx'

You are about to lock the selected file.

Locking indicates that you are actively

working on this file and prevents others

from modifying it.

Prevent others from downloading this file
while locked

O Never expires

@ Expires

a 23-01-2024 1:26 PM_ \

Cancel Lock
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4. The popup closes and a lock icon appears on the item.

3 9 100% N 7:00

= @ FiLecLoud Q
A >

My Files ;
D Name & V Filtcr items... HH

. DI 19-20 .
29-05-2020 1:16 PM ‘

Images .
19-01-2024 8:42 AM ‘

- Info Sheets .
26-04-2023 1:11 PM ‘
0

backups
28-09-2023 2:14 PM

Annuity template.docx .
57 KB - 23-05-2022 8:34 AM ‘

AN

bank statement - Copy.xItx .
39 KB - 29-05-2020 1:16 PM R

File locked successfully.

To view information about a lock

You can see who locked a file and if other users are not permitted to read it by accessing the Details
tab (tap the More icon at the end of the file's row and choose More Info, or, if there is an info icon for
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the file, tap the Info icon).

3 9 100% 0 7:00

X Moreinfo
® W O
Details Activity Metadata Comments

Annuity template.docx

m 57 KB - 23-05-2022 8:34 AM

Path

A > jennifer

@ File locked (read allowed) by jennifer

Versions

Version 1 v
by jennifer 2023-Apr-29 01:14:26

@ Retention

No effective retention policy

To unlock a file or folder

1. Tap the More icon to the right of the file or folder.

FileCloud Online Version 23.261 FileCloud Mobile Access

The list of actions for the file or folder opens, but shows Unlock instead of Lock.

2. Click Unlock.
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3 ¥ 100% B 7:00

Annuity template.docx

m 57 KB ZEYJ}ZCZp AM o
Open with...

Download

Share

Add to Starred

Unlock

BV I S S

Send...

O

Copy

Move
[ii] Delete

D Rename

ﬁ Send for approval
®

Details

The item is unlocked and no longer appears with a lock icon.
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3 9 100% B 7:00

= @ FiLecLoud Q
A >

My Files

4] Name a Filteritems... ass

DI 19-20
29-05-2020 1:16 PM

Images

19-01-2024 8:42 AM
. Info Sheets

26-04-2023 1:11 PM

. backups
28-09-2023 2:14 PM

m Annuity template.docx

57 KB - 23-05-2022 8:34 AM

bank statement - Copy.xItx

= 39 KB - 29-05-2020 1:16 PM ¢
v
i bank statement.xltx .

View File Operations in Android

You can view media sync operations in the File Operations window.

If the media sync is still being performed, the window shows you its progress. When the operation
completes, the window displays a finished message with a green check icon if it completed
successfully or a red x icon if it finished with errors. You can see log records of the completed
operation by clicking the arrow next to it.

To open the File Operations window:

1. Tap the menu icon in the upper-left of the screen.
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= @ FiLecLoud Q
All files
My Files ® Team Folders
' Network Shares Shared with me
Recent Documents Show All

Screenshot_20250227-130247.png

2 eb 2/, 2025 7:03 AN

Screenshot_20250227-125347.png

03

29 KB eb 2/, 2025 /7:03 /

:I Screenshot_20250227-125313.png

5 KB - Feb 27, 2025 6:53

Starred Show All

The navigation pane opens.
2. Tap File Operations.
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e Jennifer

7' Dashboard

Starred

© Recent
*

A

Shared by me

Actions

& File operations /

1 settings

= Offline files

(> Logout

The File Operations window opens and displays the most recent media sync.
3. Tap the arrow next to the media sync action to see the log files associated with it.
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X File operations

Syncs

Tap to view logs —

Media Sync \
7~

Media Sync - Mar 04, 2025 2:41 PM
Uo Finished >

4. You can filter sync logs by entering a text string in the Filter logs box or, to view log files by
status, by tapping the label next to the Filter logs box and choosing All, Info, or Errors.
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X Media Sync - Mar 04, 2025 2:41 PM

Sync completed
6 media files found
6 files synced

All

14:41:48
14:41:48
14:41:49
14:41:49

14:41:49

14:41:49

14:41:49

Viewing errors

,Tap to change filter option

N’ Filterlogs...

Media sync base folder /jennifer/backups
EXISTS

Beginning media sync, files will be synced
to: /jennifer/backups/
Android-motorola-XT1635-01

Syncing Screenshot_20250227-142725.png

Screenshot_20250227-142725.png has been
synced

Syncing Screenshot_20250227-141418.png

Screenshot_20250227-141418.png has been
synced

Syncing Screenshot_20250227-141431.png

If you want to see a list of sync errors, tap the label of the Filter logs box until it says Errors, as in the
following screenshot.
When you filter by errors, each error log entry has an info icon next to it that you can tap to view error

details.
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X Media Sync - Mar 04, 2025 2:44 PM

Sync completed

313 media files found
0 files synced

2 errors

Errors Y Filter logs...

14:44:15 Failed creating base store folder /jen/
backups

14:44:15 Failed to create media backups folder.™
Without this folder media sync cannot
backup your devices data to the server,
please contact an admin for further
information.

The details for the second log entry in the image above appear as follows:
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X  Error details

/ien/backups : Backup folder could not be created on the
server. Please check if the server has permission and
space. Check the server logs for additional information

14:44:15 Media Sync base folder does not exist: /jen/
backups

14:44:15 Failed creating base store folder /jen/backups

14:44:15 Failed to create media backups folder. Without
this folder media sync cannot backup your
devices data to the server, please contact an
admin for further information.

Syncing FileCloud on Android

Enabling Offline Sync on Android

FileCloud supports offline sync.

With this feature you are able to :

Download files to access them while offline

Update your local version of a file when the remote version has changed

Add new local files that will be uploaded when connectivity is available
Note: Only folders can be synchronized.

To have a folder's content available when you are offline, you must:
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1. Enable the feature.

2. Start an offline sync.
To enable offline availability:

1. Open the FileCloud app.
2. Navigate to the folder you want available when you are offline.

3. Open the folder options from the folder listing or from inside the folder:

From the folder listing menu From the menu inside the folder
FNP i 37% = 3:10 Al 37% = 3:11
= @ FiLecLoud Q — @ FiLecLoud Q
A > A > My Files >
My Files : DI 19-20 :
]i[ Name o Filter items IW Name o Filter items
DI19-20 . m d4afea6a-3d1...900ac.docx .
May 26, 2020 8:18 AM ¢ 2.51 MB - May 26, ) 8:18 AM ¢

Thumbnails &

Sep 15, 2021 9:2

T—T 2022-01-05_11h59_48.png .

- 2022-02-17.11h38_34.png e G
91KB - Feb 17, 2

— 364 B
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4. For Available offline, slide the switch to the right so that it is on.

BN® 5 37% = 3:10

B0,

Otg Share

¢ Add to Starred

o;")

Available offline ‘)

Download folder files

> B

Upload to folder

Copy
) Move
ﬁj[ Delete

D Rename

E> Apply color tag

5. Choose a Sync direction.
One-way sync: Any changes made to your local files will be ignored. When syncing, your local
files will be overwritten with updated files from the server.
Two-way sync: Changes made to your local files will be uploaded to the server when syncing.
Any files on the server that have updated since the last sync will replace your local files.
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When you click Confirm, the folder is synced.
- BN® T 37% = 3110

Select how folder "DI 19-20" will
be updated :

{4 One-way sync ®

U Two-way sync O

Help Cancel Confirm

To have a folder's most recent content available, sync before you go offline.
Starting an Offline Sync

Starting an Offline Sync on Android

After you enable Offline Availability for a folder, you must sync the contents before you go offline.

¢ Only folders can be synchronized

¢ Files will be uploaded or replaced depending on whether you chose One-Way or Two-Way
Synchronization

* One-way sync: Any changes made to your local files will be ignored. When syncing, your local
files will be overwritten with updated files from the server.

* Two-way sync: Changes made to your local files will be uploaded to the server when syncing.
Any files on the server that have updated since the last sync will replace your local files.

To have a folder's content available when you are offline, you must:

1. Enable the feature.
2. Start an offline sync.
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Starting an offline sync.

To perform the actual sync, you have two options:

For a one-time sync:

1. Tap the menu icon at the upper-left of the screen.
MB 1 wuw - N 50% = 2:00

= @@ FiLecLous Q
4% Allfiles
My Files ® Team Folders
Shared with me
Recent Documents Show All

Souvenir.jpg

IMG_20210611143230325.jpg

2.2 MB - Jun 14, 2021 7:02 AM

2. Next to Offline files, tap Sync.

FileCloud Online Version 23.261 FileCloud Mobile Access

To automatically start an offline sync
when:

e you open the app
e you open the accounts screen

1. Click the menu icon at the upper-left
of the screen.

BN O il 50% m 2:00

= @ Fiecious Q
All files
My Files ® Team Folders

Shared with me

Recent Documents Show All
Souvenir.jpg .
99 KB - Apr 30, 2021 1:34 PM °
IMG_20210611_143230325.jpg .
2.2 MB - Jun 14, 2 ¢
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To perform the actual sync, you have two options:

e jennifer

a

(Y
*

<

Dashboard

Recent

Starred

Shared by me

Actions

File operations

Settings

Offline files

(> Logout

/

FileCloud Online Version 23.261 FileCloud Mobile Access

2. In the screen that opens, click
Settings.

3 ¥ 100% N 7:00

e jennifer

7+ Dashboard
© Recent
W Starred

«¢ Shared by me

Actions
) " .
B File operations

/

0 Settings

S Offline files

(% Logout

3. In the Settings screen, scroll down to
Offline sync and click the slider next
to Automatic sync to enable it.

3 @ 100% WM 7:00

X Settings

Security

Enable lock

Media Sync

Enable media sync ()
Automatically upload content from a source

Source
DEFAULT

Destination folder
Jiennifer.perkins/backups

Offline sync \

Automatic sync @)
Offline files will be updated automatically

Data usage

Transfer files only over Wi-Fi @

Applies to media and offline sync
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Browsing your offline files
To browse your offline files:

1. Before you log in, if there are offline files synced, an Offline files button appears.
MB L wuw - RO 43% 5 319

X Offline files

Welcome

Please enter your server address :

2. Click the Offline files button.
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3. Your offline files storage opens, and you can browse through the folders to access your files.

MBI mwwmw - PN Jl 43% m 3:20
a >
Files

D Name &  V Filteritems... ass

- fileclo...nline.com (Rachel)

° = ©c©IF
1 2 3 4
a8 BWA BER B

all ksH KAl R RGN Ml Wi Rk W

< B4 icl A ol il il &)
7123 |, I8

Checking Sync Status on Android

While offline sync is performing in the background, you can monitor its progress and check for
issues.

An online sync includes:

* Downloading files to access them while offline
¢ Updating your local version of a file when the remote version has changed
¢ Adding new local files that will be uploaded when connectivity is available

Only folders can be synchronized.

Files will be uploaded or replaced depending on whether you chose One-Way or Two-Way
Synchronization.

¢ One-way sync: Any changes made to your local files will be ignored. When syncing, your local
files will be overwritten with updated files from the server.

* Two-way sync: Changes made to your local files will be uploaded to the server when syncing.
Any files on the server that have updated since the last sync will replace your local files.
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To check the status of an offline sync:

During a sync, a pop-up notification remains at the bottom of your screen in the FileCloud app with the
message Offline sync in progress:

A R ™ e PN9 il 34% = 2:44

= @ riLecLoud Q

Shared with me

Recent Documents Show All
customers.docx

m 12 KB - 13-04-2022 2:24 P\ :
IMG_20220412_135148722.jpg

3.59 MB - 12-04-2022 8:51 AM
Annuity template.docx

m 61 KB - 21-12-2020 1:37 PM
Starred Show All
InternalAccts.txt

18 B - 21-12-2020 1:17 PM 5

Offline sync in
Hide
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Click Tap for details to see the app's current action in the sync process:
A ' M ! 62° * m v ,|I|| 34% [=] 2:45

= @ riLecLoud Q

Shared with me

Recent Documents Show All

m customers.docx

IMG_20220412135148722.jpg

VID L™UARTLVULL ©.01 “[

m Annuity template.docx
61 KB -2020 1:37 PM

21-12-202(

Offline sync in
" progress... Hide
D ) .;:’n(’. /;1‘ :‘

1dP 105 dela

Current operation

Starting..

Disabling Offline Sync on Android

If you no longer want to download files to access them while offline or update your local version
of files, you can disable offline availability.

To disable offline availability:

1. Open the FileCloud app.
2. Navigate to the folder that was available offline.
3. Open the options menu from:

¢ the folder listing

¢ inside the folder
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From the folder listing menu:

EMB Iw - INO
= @ Fieclous
A >

My Files

[] Name

. DI19-20

2022-01-05_11h59,

364 B - Jan 05

9

AM

- 2022-02-1711h38_34.pn

91 KB - 210:38

Filter items

Al 37% = 3:10

Q

4. Disable offline availability.

Slide the Available offline, switch to the left so that it is off.

From the menu inside the folder:

EMB 3w - PN®E L 37% 2 31

@ FiLeclows Q
A > My Files >
DI 19-20 :
[:| Name & ¥ Filter items.. HH

m d4afeaba-3d1...900ac.docx

2.51 MB - May 26,

20 8:18 AM
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3 @ 100% B 7:00

X Settings

Security

Enable lock

Media Sync

Enable media sync ()

itomatically upload content from a source

Source
DEFAULT

Destination folder
/iennifer/backups

Offline sync

Automatic sync

Offline files will be updated automatically

Data usage

Transfer files only over Wi-Fi

Applies to media and offline sync

Using FileCloud with Other Android Apps

Access FileCloud Server Files from Other Apps

On Android, when you are working in another app, you can remain in that app to upload or attach a file
stored in FileCloud.

The following example uses Gmail to demonstrate how to access FileCloud files from another app,
however, you could use the same process in any app that allows you to upload or browse files external
to it.
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Attach a file to an email using Android's Gmail app

1. Onyour Android device, open Gmail. b e

2. Tap Compose. ¢« Compose @ B

3. To attach afile, tap on the paperclip.
From v
To e jaredtaylor978@example.com v

Here's the info

l

@ 5 5 v -~ ¢
Q1 WZ E3 R4 TS Y6 U7 IE 09 P

0

AP 1" PLL1'1 1

4 Z XCVBNMGW®
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Attach a file to an email using Android's Gmail app

4. Tap Attach file. SRNI® . 100% B 7:00

< Compose Attach file
From Insert from Drive
To e jaredtaylor978@example.com v

Here's the info

° - Screenshot \!/
0

Q1 WZ E3 R4 TS Y6 U7 IEO9P
P11 VP1PL11 1

4 Z XCVBNMGUW®
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Attach a file to an email using Android's Gmail app

PN i 25% E 2:37

Initially, Android may open the last location accessed.
If it does, tap the menu icon in the upper-left corner. Recent

Modified v

- Screenshot_20220411-141112.png
211 PM 124kB

m Screenshot_20220411-141101.png
211PM 79.08 kB

m Screenshot_20220411-140953.png
2:09 PM 133 kB

=) Screenshot_20220411-140945.png
2:09 PM 122kB

m Screenshot_20220411-133808.png
1:38PM 95.25kB

m Screenshot_20220411-114409.png
11:44 AM 129 kB

m Screenshot_20220411-091825.png
9:18 AM 110kB

= Screenshot_20220411-091821.png
9:18 AM 119 kB
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Attach a file to an email using Android's Gmail app

AR PN “ i 25% E 2:37

You should see a panel similar to the one shown here. Open from
5.Tap FileCloud.

Images

[ Videos

Audio

@ Recent

i Downloads

& Drive

PN Drive

a FileCloud (jenniferp
https://jenp

o Drive

& Photos

File Manager
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Attach a file to an email using Android's Gmail app

Your FileCloud folders appear. AR 3NW® Sy 25% B 237

=  FileCloud (jenniferperkins) H

6. Navigate to the folder containing the file, and select the file to
attach to the email.

Name A

B MyFiles

BB Shared with Me

B8 TeamFolders
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Attach a file to an email using Android's Gmail app

i ila i f A B B @ 50 25% B 2:38
Now the FileCloud file is attached to the email. o 3N dl 25%
< Compose e b
From v
To e jaredtaylor978@example.com v

Here's the info

Compose email

E FileCloud Online DataSheet.pdf X
446 KB

o -

4 5 6

qgwer r ty

alsla]ifalh
< B BE Kch B NGl hol fml - &)

7123 ©

Saving Files from Other Apps to FileCloud

On Android, when you are working in another app, you can remain in that app and save a file to
FileCloud.

The following example uses Google Photos to demonstrate how to save files to FileCloud from
another app, however, you could use the same process in any app that allows you to save to
other apps.

To save files from other apps to FileCloud:

1. Open the other app on your Android device.
2. Access the file(s) to upload.
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3. Tap the the icon to Share or Save to in the app.
3 @ .4 100% B 7:00

< Sw

w

Delete

In Google Photos, the option is Share.
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4. Select the FileCloud app icon from the list of options.
3 ¥ 4l 100% B 7:00

X 1item selected

Share 1 photo

v i

[c—: Create link J [‘iﬁ: Se%in Photos J [g] Create Album

¥
M @ e O

Gmail FileCloud Messages Your Story
Quick Share Set as profile Chats More
picture
< O O

The Save to FileCloud screen opens. (If your FileCloud login credentials are not saved in
Android, you are prompted to log in to FileCloud first).
You are given the option of editing the filename before you save it to FileCloud.
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3 @ 4 100% B 7:00

X  Save to FileCloud

R Mc_3462.0pG Edit name

A >

. My Files
. ® Team Folders
- Shared with Me

Select a save destination
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If you choose multiple files, first you see an option to edit all files selected, and after you
click Edit Name, the Edit Name option for each file appears.

3 @ .4 100% B 7:00
X Save toFileCloud

’ 2 items selected Edit names

a>

- My Files
. ® Team Folders
. Shared with Me

3 9.4 100% R 7:00

Y 2items selected
12

Screenshot_20240819-125106.png Edit name

Screenshot_20240819-125124.png Edit name
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5. Enter a new name for the file and tap Rename.
3 @ 4 100% B 7:00

Rename IMG_3462.JPG

Filename

Frog

Cancel Rename

ol ESX RC B RGN Wi

& zZz X ¢ vV b nm &

7123 . @ ; v

The file is renamed.
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3 @ 4 100% B 7:00

X  Save to FileCloud

RY Frog.urc Edit name

A >

. My Files
. ® Team Folders
- Shared with Me

Select a save destination

6. Navigate to the FileCloud folder where you want to save the file(s).
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7. To create a new sub-folder for storing the file(s), tap New Folder.

3 9.4 100% B 7:00

& saveto FileCloud

Ei“—‘ Frog.JPG Edit name

A > My Files >

Accounts

Admin hold

Archival path

Archival policy

Assets

New folder

Save here
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8. Enter a name for the new folder and tap Create.
3 ¥ .4 100% 0 7:00

New folder

creatures

Cancel Create

88 creatures creature's

q1W2 e3 r4 tS y6
ol ESX RC B RGN Wi

& zZz X ¢ vV b nm &

7123 . @ _ P
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9. Tap the new folder to open it for storing the uploaded file(s).

3 9.4 100% B 7:00

& saveto FileCloud

Ei“—‘ Frog.JPG Edit name

A > My Files >

creatures

Customers

D1 19-20

Doc formatting

Docs

SN BN SN BN AN

New folder

Save here
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10. Tap Save here.
3 ¥ 4l 100% B 7:00

& saveto FileCloud

Ei;‘ Frog.JPG Edit name

A > My Files > creatures >

This folder is empty

New folder

Save here

The file(s) are uploaded to FileCloud and saved in the new folder.
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&‘ FileCloud - 1 file * now

File successfully uploaded
Frog.JPG

A Allfiles

My Files ® Team Folders
Shared with me

Recent Documents Show All

Screenshot_20240819-133255.png

— 131 KB - Aug 19, 20

— 281_fileCloud-fileCloud-release.apk

141.8 MB - Sep 27, 202

FileCloud UX Development.docx (1).pdf

040 Kb Oc 03, 2022 <
Starred Show All
Summary for Secu...ages chart.docx .

3 6:54 AM

m 23 KB - May 02, 2(

Navigate to the folder where you stored a file to confirm that it was saved there with the correct

filename.
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3 9.4 100% B 7:00

= @ FiLecLoud

A > My Files >

creatures

Size ¥ ¢ Filter items...

Frog.JPG
gr \TO?J 2024 1:22 PM

Q

Sending FileCloud Files Using Other Android Apps

From the FileCloud Android app, you can use the Send action to send a FileCloud file using another
Android app. For example, you can send the file through an email or messaging app to deliver it to
another user, or you can send it to a PDF to store it in PDF format.

To send a file using another Android app:

1. Open the FileCloud App.

2. Navigate to the file you want to send.
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3. Tap the more (three dot) icon next to the file.
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MOoOw AsBOOM 3N 94% 0 9:36

A >

@@ FiLecLoud

My Files

Size a v Filter items...

Financial

Apr 08, 2022 1:50 PM

mortgage.xIt

28 KB - Apr19, 2022 10:02 AM

income statement for 2022.xIs

30 KB - Apr 19, 2022 10:05 AM

certificate of deposit - Copy.xlIsx

34 KB - Nov 04, 2020 8:51 AM

bank statement - Copy.xltx

39 KB - May 29, 2020 12:16 PM

insurance two - Copy.dotx

2012:24 PM

65 KB - Ma
09 Kb - May

insurance policy - Copy.dot

Q
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4. Tap Send.
M@wsw ARDODD NE i 94% 0 9:36

m income statement for 2022.xlIs 0

30 KB - Apr 19, 2022 10:05 AM

Open with...
Download
Share

Add to Starred

VAN

Send...

D

Copy
Move

Delete

® O

P Rename
Send for approval

Details

A window displaying various app icons opens.

4
E> Apply color tag
®
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5. Tap the icon of the app you want to use.
MOomw As BROOD N “ . 94% B 9:36

Send file
0 Canon ‘
Gmail Create PDF PRINT Messages

WhatsApp AirSend Android Beam Bluetooth
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The app opens with the file attached.

MOmwAs RODD 3N® " 3% 0 9:38
¢ Compose @ Pb
From

To
Subject

Compose email

income%20stat...or%202022.xls
30 KB X

QO @z =

4

Al N2 S
o B e B B

2l 5 Rcl BN RGN Bl

O BB R Rl &

7123 @ ©
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6. Use the app as you normally would to deliver the file.

Troubleshooting Android Issues

If you encounter problems with the FileCloud Android app, you can you can use the information on this

page to try and locate the issue and resolve it.

Getting Device Logs

Getting the device logs is the first step towards understanding a problem and distinguishing between

server-side issues and Android issues.

Sharing log information with our support team will help us investigate your issue and solve it promptly.
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To retrieve app logs:

1. Go to Settings :

a. From the login page, tap the gear icon in the top right corner.
or

b. After logging in, tap the triple-bar icon, and then tap Settings.

% ¥ 100% B 7:00
e jennifer

4" Dashboard

© Recent
*

Starred

«{ Shared by me

Actions

E File operations

/

£ settings

S Offline files

(> Logout
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2. Scroll down and select Save app logs.

3 @ 100% W 7:00

X Settings
TG TIT G~ Iy Gy GT—r ¥ T=TY e

Applies to media and offline sync

Downloads

Default download location
/storage/emulated/0/Download

Remove default download location

Troubleshooting

Save app logs -—

Help & About

Version: 23.241.20 (289)
©Codelathe 2025
Privacy Policy

Terms of Service

Help and Support

3. Select a destination on your device to save the log file
& BMA e B 3N " 100% @ 3:32

Select a storage space

Internal storage (23GiB)

1GiB free
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Your administrator can also get the logs from your device remotely.

Just contact your administrator and reproduce the actions that cause the issue you are experiencing.

Specific Errors

Issue Error Resolution
Android App Fails "Invalid Configuration” Server plugin(s) e Check that your device's time and date
to Login missing or disabled settings are correct

e Ensure that automatic time and date is
not disabled
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Using MDM Software with FileCloud Mobile Apps

A Permissions can be set for both mobile apps and other FileCloud clients using folder permissions or
share permissions. Permissions set through MDM apps (or any third party applications) override
these permissions.

This page is intended for admins, and only addresses using MDM software with FileCloud mobile
apps. To use MDM software with FileCloud client apps, see Managing FileCloud Client Apps with
MDM Software

Support for Mobile Device Management (MDM) app configurations is available with the following
versions of the FileCoud mobile apps:

e i0S 18.2.10 and higher
¢ Android 18.2.1 and higher

FileCloud support complies with the AppConfig Community Standards.

Mobile device management (MDM) is an industry term for the administration of mobile devices, such
as:

e smartphones

tablet computers
¢ laptops
¢ desktop computers

However, the information on this page only addresses MDM of FileCloud on iOS and Android devices.

MDM is usually implemented with the use of a third-party product that has management features for
particular vendors of mobile devices.

Mobile devices can also be managed through:

¢ Enterprise Mobility Management (EMM)
» Unified Endpoint Management (UEM)

How Do | Add FileCloud to My MDM?

Remember that MDM settings are case sensitive.
When typing in configuration settings such as account and SSO information, make sure you are
using lowercase letters.

Although you may use any MDM software to manage your FileCloud devices, it has only been tested
with Manage Engine Mobile Device Manager Plus.
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1. Enroll Your Device

When you enroll your device in the MDM software, you are issued an MDM certificate. This certificate
is used to communicate with your MDM service.

Since there are many MDM providers and ways to enroll, please check your MDM documentation for
instructions on how to enroll your device.

You must enroll your device. It doesn't matter if it is a personal or company-owned device.

¢ Personally-owned devices - in this scenario the MDM only manages some apps and those apps'
configurations

e Company-owned devices - in this scenario the MDM manages everything, including the ability to
remotely wipe clean all content from the device

2. Add FileCloud to Your MDM

Since there are many MDM providers and ways to add applications, please check your MDM
documentation for instructions on:

¢ how to add FileCloud to your MDM software.
In general, the steps for adding FileCloud to your MDM will include:

1. Open your MDM software.
2. Search for the FileCloud app.
3. Choose to add the FileCloud App.

For example, in VMWare's AirWatch MDM:
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1. Open your MDM software.

@ Workspace ONE UEM

i
CEMNG Applications v
Web >
MONITOR Access Policies
Logging >
= Application Settings >
DEVICES
Books >
o Orders >
Py
ACCOUNTS All Apps & Books Settings [
APPS & BOOKS
2. Search for the FileCloud app. Add Application
Managed By M105028094
Platform * Apple i0S v
Source SEARCH APP STORE
Name * FileCloud|

3. Add the FileCloud App.
Apps & Books » Applications

List View

Internal Public Purchased

Filters » [O ADD APPLICATION
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Once the FileCloud app is added,
complete the following steps:

¢ Assign the FileCloud App
e Configure the FileCloud App

These steps are discussed below
in Steps 3 and 4.

Add Application

Managed By
Platform *

Source

Name

FileCloud Online Version 23.261 FileCloud Mobile Access

M105028094

v Select

Apple i0S
Android

Windows Phone
Windows Desktop

Workspace ONE® is powered by VMWare AirWatch, which is the unified
digital workspace platform that simplifies and secures app

access and IT management.

3. Assign the FileCloud App

Assignments allow you to edit the settings of an application to exclude or include specific devices, use
Groups, profiles, and compliance policies.

¢ You can edit Assignment settings when adding the app

¢ To change or edit the settings, navigate to the app in your MDM software and find the

Assignments section
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In your MDM software, navigate to the FileCloud
app

Add an assignment
OR
Edit an existing one
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Apps & Books > Applications

Pa FileCloud

1]
Public @ Status: Active |
Details Devices Assignment
Assignments Exclusions
EDIT ASSIGN MORE W

FileCloud - Update Assignment

Assignments Exclusions

Devices will receive application based on the below configuration.
In the case where devices belong to multiple groups, they will receive policie:

o ADD ASSIGNMENT

[/’ EDIT l [x DELETE ]

Name Priority  App Delivery Method Managed Access
© AllDevices 0 Auto (V]
Enabled
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For FileCloud, use the following assignments: FileCloud - Add Assignment

Managed Access = Enabled m Would you like to enable Data Loss Prevention (DLP)?

Remove On Unenroll = Disabled
Prevent Application Backup = Disabled

Managed Access M ®
Make App MDM Managed if User Installed =
Enabled Remove On Unenroll l D
App Tunneling = Disabled breentppliston s = - 8
. . . . Make App MDM Managed if User m:]@
Application Configuration = Enabled wed
App Tunneling DISABLED
. Once you set Application Configuration to et Censien

Enabled, you can configure FileCloud.

To configure FileCloud, use the steps below in 4.
Configure the FileCloud App

4. Configure the FileCloud App

Once you set Application Configuration to Enabled, you can configure FileCloud by uploading your xml
file configuration file into the MDM application or entering the values manually into the MDM
application.

UPLOAD XML

‘ @ Enter Key-Value pairs to configure applications for users:

Application Configuration

guration Ke lue Type ( gurati
server String v https:// x
account String v x
password String v x
sso Boolean v x
enforce_lock Boolean v X
disable_edit Boolean v X
disable_download Boolean v X
disable_openwith Boolean v x
disable_share Boolean ~ X
disable_favs Boolean ~ x

To configure FileCloud, you can do one of the following:
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« Upload the XML configuration files listed below. This populates the configuration fields for an
administrator to configure.

¢ Manually enter the XML. If your MDM doesn't recognize any of the provided XML spec files, you
can enter these values manually.

Upload one of these configuration files:

¢ FileCloud MDM specfile.xml
¢ FileCloud MDM specfile simple.xml

Enter these values manually, using the information in the table as a guide:

XML Tag Type Description

account String Enter the name of the account you want to setup

SSO Boolean = Set this value to true to create an SSO account

password String Password of the account to setup (for non-SSO accounts)

server String Server address / URL of your FileCloud server (MUST start with http:// or
https://)

enforce_authentica = String Either code, sso or password

tion

enforce_lock Boolean = Set to true to prevent login if an app-specific passcode has not been set

disable_edit Boolean = Set to true to disable operations such as rename, copy, upload (if
applicable)

disable_download Boolean = Set to true to disable prevent file and folder downloads

disable_openwith Boolean = Set to true to disable "Open with..."
disable_share Boolean = Set to true to disable "Share" operation
disable_favs Boolean = Set to true to disable "Add to Star" operation

‘ ° You can delete any configuration fields that do not apply to your organization. \
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Sensitive information such as password are best removed from the configuration. When not present
users will be prompted to input their password manually on the device once.
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