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1 Important instructions 

FileCloud (https://files.arbonia.com) is destined for the exchange of data which is too large for the email 
traffic (>12MB). 
 
1.1 Rulebook 

1. It is obligatory to protect all send out links with a password. 
2. It is forbidden to send the access password and the link of the share in the same email. In the 

best case, the access password will be communicated by telephone. 
3. It is forbidden to edit the link of the share by the user. 
4. To create a share it is mandatory to define a validity period. The major validity period is defined by 

the server to 30 days.   

  

https://files.arbonia.com/
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2 Login 

https://files.arbonia.com/  Open link 
 
Type in the URL https://files.arbonia.com in 
your browser. 

 

Login (Version 1) 
 
Log on with your windows credentials 
 
Click on Login 

 

Login (Version 2) 
 
Click on Log In with SSO 
 
Afterwards you will be logged in automatically. 
This only works if you are in the Company or 
connected with VPN. 

 
 

3 Change language 

The default language of FileCloud is English. You can easily change it. Follow the instructions below.  
 

 

Open settings 
 
click on Settings. 

https://files.arbonia.com/ui/core/index.html#/
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Change the language 
 
Select the desired language at Language 

 
 

4 Create a folder-share 

4.1 Create Folder 

 

My Files 
 
Open My Files 

 

Create folder 
 
Click on Add files and folders 
 
Click on New Folder 

 

Name 
 
Type the name of the folder in the text box. 
 
Tap on Enter 
 
In this folder you can put files to share. 

 

Click on Add files and folders 
 
Click on Upload file 
 
Select the desired file and tap on open. 
 
The file can also be dragged and dropped into the 
folder. 
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4.2 Create a file-share 

 

Share 
 
Select the folder to share 
 
Click on the three points 
 
Click on Share Folder 

 

Click on Sharing Options. 

 

Activate password protection 
 
Password protection must always be activated. 

 

Share permission 
 
In the rear text field you can set the password for the 
release. 
 
Then click on Save 
 
Select the correct permissions in the drop-down 
menu. 

 

Send share link 
 
Click on the e-mail symbol at the top right 

 

Enter the e-mail address of the recipient 
 
Optionally send a message to the recipient. 
 
Click on Send Email 
 
Info 
Multiple email recipients can be selected 
[Comma-separated] 
(z.B: test@beispiel.com, test2@beispiel.com) 
 
The recipients receive an e-mail with all necessary data. 

 

Click the OK button 

mailto:test2@beispiel.com
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Save changes 
 
To save the changes, click on Save 

4.1 Share folders with employees 

 

Share 
 
Select the folder to share 
 
Click on the three points 
 
Click on Share Folder 

 

Click on Sharing Options. 

 

Select Allow selected users or groups 

 

Click on Invite Users 

 

. Search for the appropriate employee here 
 

 

Click on Add Users to this Share 

 

Then you can select the permissions 
 

 

Click the OK button 

 

Save changes 
 
To save the changes, click on Save 

  



 

 Seite 7 / 7 

5 Remove share 

 

Select the desired folder. 

 

Edit Share 
 
Select the relevant folder. 
 
Click on the three points 
 
Click on Share folder 

 

Click on Remove Share at the bottom left 

 

With Remove, the share is permanently removed. 

 
 

6 Delete folder 

 

Select the desired folder. 

 

Delete folder (Version 1) 
 
Select the relevant folder. 
 
Click on the three points 
 
Click on Delete to delete the folder permanently. 

 

Delete folder (Version 2) 
 
Move the mouse over the selected folder and then click 
on the delete icon. 

 


