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Welcome to Cloud7 Files



Benefits

e Access to files on any device
e Easy to share files internally or externally
e Simple to work offline

e Data is safe and secure
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How to Access Your Account

files.mycloud?.com

Cloud @Files

& Login

Username/Email Domain\Username

Passwordf = eesssssssses

Forgot Password?

Open any internet browser
Type in the address bar

Enter your username (your domain username)
Enter your password (provided by MylITpros)
Click Log In
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http://files.mycloud7.com/

How to Access Your Account

W My Files X Logged in as Lori Mankin M Download MyCloud7 Files App ~ Logou

Cloud @) Files
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43 Upload Files

There are no files in this folder.

Great! Now you should be logged in to the system. You will see your personal
dashboard where you can open, share and collaborate your files.
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How to Upload Files

To upload a file, navigate to the Upload Files button on the top left of your screen.

Cloud @) Files

Once Upload Files is clicked, it will redirect to a new page. Drag and drop the files
you would like to sync up to Cloud7 Files. Then click Upload.




How to Upload Files

An alternate way to upload is to click Add Files and search for files manually on your
machine.
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What Should | Store On Cloud7 Files?

It is best for you to store most files on the company server. However, with some
documents it makes the most sense to store them on Cloud7 Files.

If You Are Often Without Internet

You can access Cloud7 Files without an Internet connection. So if you fly frequently or
have large gaps between Internet access it may make more sense to store those
documents on Cloud7 Files.

If You Use Local Software

My design software is installed on my desktop and laptop. Which means it makes more
sense for me to store those documents on Cloud7 Files. This ensures my design files are
backed up and accessible on all devices.

When You Want To Share Documents with a Third Party
If you share certain documents frequently you should store them on Cloud7 Files.
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How to Sync Files to all Devices

One of the main values of Cloud7 Files is being able to access your files from all devices.
Not only will your files be backed up in Cloud7 Files, but on local machines as well.

On the top right of the dashboard you will find a link Download Cloud7 Files App. This is
where you will click to install the agent for offline file access.

X Logged in as Lori Mankin Il Download Cloud7 Fies App ~ Logout




How to Sync Files to all Devices

Once you click Download Cloud7 Files App it will redirect to a page to download
Windows, Mac, i0S, Android app or Outlook Plugin.

Choose the appropriate OS (Operating System).



How to Sync Files to all Devices

Open the downloaded installation link. These steps may vary for you.

1 P https://files.myclou...installation .nmdc.'.sl +

mycloud7.com

& Cloud7Files_files.mycloud7.com_1-1.7.1 401 exe

loud @ Files

1:06 PM

our download will begin shortly.

Go back to previous page

Cpening Cloud7Files_files.mycloudy.com_1-1.7.1.401.ex=

You have chosen to open:
B-| Cloud7Files_files.mycloud?.com_1-1.7.1.401.exe
which is: Binary File (26.5 MB)
from: https://files.mycloud?.com:510

Would you like to save this file?




How to Sync Files to all Devices

Follow the installation instructions until you reach the finish button.

e - =N

Setup

Welcome to the Setup Wizard.




How to Sync Files to all Devices

Pop-up #1 will appear. Follow the series below to finish.

b)) Fegistration Wizard

Log into Cloud7 Files
welcome to Cloud7 F"Es! /| Use domain credentials

Domain:  your domain
You will be syncing your files in no time. ! =

Click next to continue.

| ‘ Cancel

2
9 Ed Registration Wizard k) Registration Wizard

Choose setup type

Congratulations! You're all set!
Setup Cloud7 Files using typical default settings

Advanced

Cancel | Fnish | |
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Cloud? Files App

The documents in Cloud? Files will then propagate down to that machine. Each file will
show a little blue icon, which means it is now syncing.
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green checkmark as
seen to the left,
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How to Share a File

Using the third party share, you can share files with people who are not a user in the
system. It will send a secure link to download the file. This a more secure option than
sharing files via email and is more practical for sharing large files.
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Share Files from the Web Browser

Sharing a file with an individual or group is simple. Just right click on any file or folder
and click Share.

When you click share, it will redirect to a form.




Share Files from the Web Browser

Share Access

Check Secure Share or Public Share

Secure Share @

U R I_ @ Public Share URL

https://files.mycloud7.com:510/shares/file/a1fba5S

Secure Share: Recipients must login Share Options

Expiration Date

with their account in order to access Download Limit

Notify on Download?

the item. If a recipient does not

Share With

already have an account a guest Recipierts

Notify @ New Recipients

account will be created for them.

Can Upload

Public Share URL: Anyone with access

to the link may view the item.



Share Files from the Web Browser

Share Access

You can add an expiration date for the share

Secure Share @

to expire. Once the share expires, the link o Public Share URL
https://files.mycloud7.com:510/shares/file/a1fba5S
will no longer be available. To track who Share Options
opens and downloads the file, check Notify :‘l‘il‘[
on Download? Nolify on Download?
Share With
Fill out all email addresses. We also allow Recipients

Notify @ New Recipients

you to add a message if needed.

Can Upload




Share Files from the Web Browser

After the Share button is clicked, a message will say, “Share links were sent
successfully.”

New Text Document.txt

You will be left on a page that gives an option to download the file to your local
machine, remove the share, go to your files or track your shares.
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Share Files from Cloud7 Files App

Sometimes it is easier to do a 3™ party share directly from the sync folder. Just right
click on the file, navigate to Cloud7 Files, and click Share link. This will redirect to
the same form as above.
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Tracking Your Shares

You can track and view all of your third party shares. Just click on the Shares
tab. On the top portion you will see your third party shares.
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Tracking Your Shares

For third party shares, you can delete, track and view your shares.
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Deleting a File

Generally, users aren’t allowed to
delete their own files unless they
have permission.

If you right click and press Delete
the file will still be on the server.
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Deleting a File

If you accidently delete or need to find the file again, it is easy to restore. On the
top right of the screen next to the file search bar, you will find Show Deleted.

Cloud @Files

oy
AR

Create Folder

After you click Show Deleted, all deleted files will show up faded out. To
restore files, click Restore Deleted.

Restore Deleted

Size
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What Are Revisions?

Revisions or versions of file changes are kept. You can go back to older versions of
files very easily. From the web browser right click on the file and click Revisions.




How to Restore a
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How to Restore a Previous Version

Once you click Revisions it will redirect to a screen where you can download older
versions or restore an older version to the current revision. The most current
version will be highlighted in green.
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