Files

Files

Enhance your network's efficiency with the Files Module, a complete solution for easy file
management. This module enables you to manage and share important files throughout your

network and team.

Key Features

File Overview: Get instant access to all files from your stream and profile.

Interact: Comment on and like files for better collaboration and feedback.

Folder Structure: Organize your files into unlimited folders and subfolders.

Migration: Effortlessly move files and folders within your network.

File Info: Always visible information about the creator, editor, and creation date.

Import Files: Import files and folder structures directly from a .zip file.

Export Files: Download folders and files in bulk as a .zip file.

In the files tab you will see a list of all files that are available within your space. If you click on them

you will be asked if you want to view, download or edit the document



Open file
How-to-order-PCB.txt

Size: 79B
Created by: Sam Rossiter (11/04/2024, 12:33)

View document Download (79 8) Edit document  ~

Editor

If you select edit document you will see an editor interface open
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The editor interface consists of the following main elements: raphs of the style

1. The Editor header displays the ONLYOFFICE logo, tabs for all opened documents with their names and

‘menu tabs.
‘On the left side of the Editor header, the Save, Print file, Undo and Redo buttons are located.
-

de of the Editor header, along with the username the following icons are displayed:

Open file location - in the desktop version, it allows opening, the folder, where the file is stored, in the File
explorer window. In the online version, it allows opening the folder of the Documents module, where the
file is stored, in a new browser tab. | Background color

Share (available in the online version only). It allows adjusti ights for the documents stored in the
oud.

Mark as favorite - click the star to add a file to favorites as to make it easy to find. The added file is just a
shorteut, so the file itself remains stored inits original location. Deleting a file from favrites does not
Temove the file from its original location.

Search - allows searching the document for a particular word or symbol, etc.

The Top toolbar displays a set of editing commands depending on the selected menu tab. Currently, the
following tabs are available: File, Home, Insert, Layout, References, Forms (available with DOCXEF files
only), Collaboration, Protection, Plugins.

‘The Copy, Paste, Cut and Select All options are always available on the left side of the Top toolbar
Tegardless of the selected tab.

The Status bar located at the bottom of the editor window indicates the page number and word count, as
well as displays some notifications (for example, "All changes saved", ‘Connection is lost’ when there is no
connection and the editor s trying to reconnect, etc.). It also allows setting the text language, enabling spell
checking, turing on the track changes mode and adjusting zoom.

The Left sidebar contains the following icons:

~ allows using the Search and Replace tool,

- allows opening the Comments panel,

- allows going to the Headings panel and managing headings,

Page1of1 & Word count All changes saved English (United States) v @

| (none) |

Show advanced settings

For further help using the editor check the Only Office documentation
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