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1.1 What is Nextcloud and what is a WebOké
Nextcloud?

Nextcloud is an online workspace for your files, photos, calendar, contacts and more. You'll
recognise the idea from Google Drive, Dropbox or OneDrive: your files are stored safely
online and you can access them from any device. Nextcloud does that too, and much
more. The difference: with a WebOké Nextcloud, your data is stored on a server in the
Netherlands, not with a large American tech company.

ese @ demo.webokecloud.nlflogin

web:iike

Inloggen bij WebOké
Nextcloud

[ Gebruikersnaam of email ﬁ

Wachtwoord (o]

Onthoud mij
= Inloggen
Inloggen met een apparaat

Wachtwoord vergeten?

rken in je eigen cloud

This is where it starts: the login screen of your WebOké Nextcloud

Nextcloud: open source from Europe

Nextcloud is open source. That means anyone can view and check the source code. The
software is made by the German company Nextcloud GmbH and thousands of volunteers
around the world. Governments, universities, hospitals and businesses across Europe use
Nextcloud. Because it's open source, you're never locked in: your data stays yours and you
can always take it with you.

What is a WebOké Nextcloud?

With WebOké, you get Nextcloud ready to use. You don't have to install, update or secure
anything yourself: we take care of that. You open your Nextcloud in your browser at your
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own address, for example yourname.webokecloud.nl, or on your own subdomain such as
cloud.yourcompany.com.

« Your own server. With a Personal, Family or Max package, you get your own
Nextcloud. Your files are not mixed in with those of other customers. Only Nextcloud
Free is a shared Nextcloud: there you have your own account on a server you share
with other Free users.

» In the Netherlands. Your data is stored in two Dutch data centres run by NorthC, in
Aalsmeer and Oude Meer. These run on 100% green electricity and reuse their
residual heat.

» Securely set up. Logging in uses an extra code by email by default, strict password
rules apply, and anyone who tries a wrong password too often is slowed down. You
can read all about that in How does WebOké secure your Nextcloud?.

« Kept up to date by us. WebOké keeps your Nextcloud up to date and makes
backups (see Backups with WebOké: what we keep and what you can do yourself).
When a new main version is released, the owner of the package chooses when to
switch, with a single button in Mijn WebOké (Nextcloud updates: when and how).

« Help in your own language. If you run into something, we'll help you via a ticket
or the Al assistant in Mijn WebOké, or via WhatsApp and email. With Nextcloud Free,
there's no personal support; the knowledge base, this manual and the Al assistant in
Mijn WebOké will help you further.

What can you do with it?

After logging in, you land on the Dashboard. There, you see at a glance what's happening
today: your upcoming appointments, messages and notifications. From there, you open the
apps. The most important ones:
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[ X X ] & demo.webokecloud.nl/apps/dashboard/

Q Talk vermeldingen

Notitie aan mijzelf
System heeft het gesprek a...

Goedemiddag, Lisa de Wit

E Belangrijke mail

v/

Geen ongelezen vermeldingen \/

Maak een account aan

Talk updates ]
## Nieuw in Talk 25 - Classi...

Laten we beginnen!
#4 & Beheer gespreksinstel..

Overleg nieuwe website
Ik heb de eerste teksten in ...

The Dashboard: your starting point after logging in

App

Files

Photos and
Memories

Calendar, Contacts
and Tasks

Email

Notes and Deck

Euro-Office (with
Office)

Talk (with Office)

What you use it for

Storing, sharing and syncing files and folders
with your computer and phone

Viewing photos and videos, organising them
into albums and sharing them

Your calendar, address book and task lists,
also on your phone

Reading your existing mailboxes in your
Nextcloud

Quick notes and task boards with cards

Editing Word, Excel and PowerPoint files in
your browser

Chatting, calling and video conferencing

u Aanstaande activ...

v/

Geen activiteiten meer vandaag

Nog geen berichten gevonden . Voorbeeldafspraak - ope...
over 5 dagen

Comparable to

Google Drive, OneDrive,
Dropbox

Google Photos, iCloud
Photos

Google Calendar,
Outlook calendar

Gmail, Outlook

OneNote, Trello

Microsoft 365, Google
Docs

Teams, Zoom, WhatsApp

You can read exactly which apps are included in your package in Which apps are included
in my package?. We explain editing documents with Euro-Office in a separate manual: the

Euro-Office manual.

Nextcloud manual - www.weboke.nl
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WebOké

What does WebOké do and what do you do yourself?

WebOké takes care of this You do this yourself

The server, the installation and the updates of Managing your files, folders, calendars and
Nextcloud contacts

Security of the server and backups Choosing a strong password and optionally
setting up an authenticator app

The address of your Nextcloud and the Sharing with others and deciding what they're
certificate (the padlock in your browser) allowed to do
Help with questions and incidents As an administrator: managing users and

settings in Mijn WebOké

Tip: New here? Start with Logging in for the first time and then Quick start: the five things
to do on your first day. You'll have everything set up properly within a quarter of an hour.
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1.2 Which apps are included in my package?

Every WebOké Nextcloud comes with a fixed set of apps. If you have a package with
Office, you get a few extra apps on top of that. This article shows you exactly what you

have.

The apps in every personal package (Personal, Family and

Max)

App

Dashboard

Files

Activity

Photos and
Memories

Calendar

Contacts

Tasks

Email

Notes

Deck

Teams

WebOké
Import Tool

Data
migration

What it's for

Your home screen with appointments,
notifications and messages

Storing, sharing, restoring versions
and recovering deleted files

See what's happening with your files
and shared folders

Organise photos into albums, a
timeline and a map, and recognise
people and things

Appointments, invitations, shared
calendars

Your address book, also on your
phone

Task lists with deadlines

Read and send from your existing
mailbox within Nextcloud

Quick notes, also on your phone

Task boards with cards (kanban)

Create groups of people to share with
in one go

Transfer your files, photos and
calendar from Google

Transfer files from Dropbox or
OneDrive

Nextcloud manual - www.weboke.nl

Read more

Making the Dashboard your own

The Files app: overview and views,
Recovering a deleted file from Deleted
files

Chat and activity for a file

Photos or Memories: which app for
what?

Calendar: views, making
appointments, repeating and
reminders

Contacts: creating, groups, importing
and exporting

Tasks: lists, deadlines and subtasks

Adding your mailbox to the Email app

Creating notes and using them on
your phone

Deck: boards, lists and cards, and
using them together

Creating teams and sharing a folder
with your whole team

Transferring Google Drive, Photos,
Calendar and Contacts with the
WebOké Import Tool

Moving Dropbox across with Data
Migration
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There are also some features that you won't see as a separate app, but that are always
there: sharing via a public link or by email, a download limit on links, file versions, the
recycle bin (Deleted files), end-to-end encryption and logging in with an extra code or an
authenticator app.

What you get with Office

If your package has at least one Office Suite licence, you'll also get these apps:

App

Euro-

Office

Talk

Forms

Collectives

Tables

Analytics

Who it's for

Users with a
licence

Everyone in the
package

Everyone in the
package

Everyone in the
package

Users with a
licence

Users with a
licence

What it's for

Edit documents, spreadsheets, presentations and PDFs in your
browser. See the Euro-Office manual.

Chat, call, video conference and share your screen (What is
Talk and who has it?)

Surveys and registration forms (Creating and sharing forms
and surveys, and viewing the responses)

A shared knowledge base or manual (Collectives: a shared
knowledge base for your team or association)

Lists and small databases (Tables: lists and small databases
without a spreadsheet)

Data in charts (Analytics: data in charts)

Please note: If Office is removed from your package, these apps disappear from the
menu. Your data is kept safe. If you switch Office back on later, your conversations, forms

and tables will be there again.

How to see which apps you have

At the top of the screen, you'll see the icons for the apps you use most. Click the three
dots (1) to see the other apps. Below, you can see the menu for a package with Office: it
also includes Talk, Forms and Tables. With a package without Office, these are missing.

Nextcloud manual - www.weboke.nl
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[ XX ] & demo.webokecloud.nl/apps/dashboard/

A Foto's

2, Contactpersonen edemiddag, Anne de Groot

B E-mail

/7 Notities

@ Herinneringen Bd Belangrijke mail
am Deck

i= Formulieren

B8 Tabellen

v Taken

Geenol Q Talk \/

Overleg nieuwe website Nog geen berichten gevonden

Ik heb de eerste teksten in ...
Maak een account aan

Laten we beginnen!
## @ Beheer gespreksinstel...

Talk updates [|
#4 Nieuw in Talk 25 - Classi...

Notitie aan mijzelf
System heeft het gesprek a...

Behind the three dots are the other apps in your package

u Aanstaande activ...

v/

Geen activiteiten meer vandaag

. Verjaardag oma

aver 9 uur

. Teamoverleg
over 2 dagen

. Kwartaalplanning
over 3 dagen

. Zwemles Noor
over 4 dagen

Meer activiteiten

In the top left corner, there's a button with nine small squares. This opens a menu on the
left with all your apps listed below each other. You can read more about the parts of the

screen in A tour of the screen.

What about Nextcloud Free?

Nextcloud Free is a free 5 GB account on a shared Nextcloud. It includes the basic apps to
get to know the service: Files, Photos, Calendar, Contacts, Email, Notes and Tasks. Office,

Talk and user management aren't included. If you want more, you can switch to a paid
package. See Nextcloud Free, Personal, Family and Max: differences and switching.

Nextcloud manual - www.weboke.nl
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1.3 A tour of the screen

Every screen in your WebOké Nextcloud has the same blue bar at the top. Once you know

this bar, you'll find your way around easily. Below, we'll go through it from left to right.

Goedemiddag, Anne de Groot

Q Talk vermeldingen B4 Belangrijke mail u Aanstaande activ...

v v/

Geen ongelezen vermeldingen \/ Geen activiteiten meer vandaag

Ledenavond online Nog geen berichten gevonden . Verjaardag oma

Jij hebt de beschrijving inge... over 8 uur
Maak een account aan

Overleg nieuwe website Teamoverieg
Planning nieuwe website.md over 2 dagen

Laten we beginnen! . Kwartaalplanning
## © Beheer gespreksinstel.. over 3 dagen

Talk updates [] Zwemles Noor
## Nieuw in Talk 25 - Classi... . over 4 dagen

Meer gesprekken Meer activiteiten

Oz

The parts of the screen

1. The app icons. On the left of the bar are your most used apps, such as Dashboard,

Files, Calendar, Activity and Analytics. Move your mouse over an icon to see its
name. The line under an icon shows which app you're currently in. The WebOké |
on the left always takes you back to the start.

2. More apps. Behind the three dots are the apps that don't fit in the bar.

0go

3. The search bar. Search your files, calendar, tasks, contacts and conversations all at

once. You can also open it with the Ctrl + K keys.

4. Alerts. The bell gets a red dot when there's something new: someone shared
something with you, there's a reminder or a security alert.

. Contacts. Quickly look someone up and send an email or start a conversation.

. Your profile photo. Here you'll find your status, Settings and Log out.

. Customise. Dashboard only: choose which blocks (widgets) you see.

. The app menu. The button with nine squares on the far left opens a menu listin
your apps.

0 N O U

Nextcloud manual - www.weboke.nl
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All your apps in one overview

At the far left of the bar is a button with nine squares. Click it and a menu slides open on
the left, listing all your apps one below another, from Dashboard to Talk. Click an app to
open it, or click elsewhere to close the menu again. There's also a search button (Search)
at the top of that menu.

[ XX ] @ demo.webokecloud.nlfapps/dashboardy
Search
web:ike..
Goedemiddag, Anne de Groot

= Belangrijke mail u Aanstaande activ...

Foto's

E-mail ongelezen vermeldingen \/ Geen activiteiten meer vandaag

# Notities denavond online Nog geen berichten gevonden . Verjaardag oma

Blkom bij de online ledena... over 8 uur
Herinneringen

denavond online Teamoverleg
Deck Anne de Groot begindigde... over 2 dagen

Formulieren erleg nieuwe website Kwartaalplanning
bed plan! Zullen we om 14... . over 3 dagen
Tabellen
ten we beginnen! Zwemles Noor
@ Beheer gespreksinstel... . over 4 dagen

Meer gesprekken Meer activiteiten

All your apps listed via the button in the top left

Searching

Click the search bar and type a few letters. You'll see results straight away, neatly
grouped: files, appointments, tasks and more. Use the Type, Date and People buttons to
narrow your search. Click a result to open it.
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[ X X ] & demo.webokecloud.nlfapps/dashboard/

O, offerte|

£ Type - B Datum

Bestanden

— Offerte bakkerij.docx
in Werkmap Anne

_ Offerte WebOke Cloud.docx
in WebOke

Evenementen
Offerte afronden

s

22 okt 2026 10:00 - 12:00 (Werk)
Taken

Offerte Bakkerij Jansen versturen
Verwacht op 27 okt 2026 (Klussen)

One search finds files, appointments and tasks

Alerts

Click the bell to see your alerts. Use the cross to remove an alert, and Dismiss all
notifications to clear the whole list at once. You can set which alerts you receive and

whether they also arrive by email. See Setting up notifications and emails about activity.

Nextcloud manual - www.weboke.nl
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& demo.webokecloud.nl/apps/dashboard/

Goedemiddag, Anne de Groot

Q Talk vermeldingen

v

Geen ongelezen vermeldingen

Overleg nieuwe website
Ik heb de eerste teksten in ...

Laten we beginnen!
## @ Beheer gespreksinstel...

Talk updates [|
#4# Nieuw in Talk 25 - Classi...

MNotitie aan mijzelf
System heeft het gesprek a...

Your alerts behind the bell

Contacts

E Belangrijke mail

v

Nog geen berichten gevenden

Maak een account aan

sergisteren X
Een beheerder maakte een app

wachtwoord voor gen sessie met
de naam “handleiding"

eergisteren X
Genereer back-upcode

Je hebt tweefactorauthenticatie
LV ingeschakeld, maar riog geen back-

nenereerd. Die zijr

Geen activiteiten
. Verjaardag ¢
aver 9 uur

. Teamoverleg
over 2 dagen

*x Wis alle meldingen

. Kwartaalplanning
over 3 dagen

. Zwemles Noor
over 4 dagen

Meer activiteiten

The icon with the card opens a quick search list of your contacts and colleagues. Use the
envelope to send an email straight away, and the camera icon to start a conversation in
Talk (with a package that includes Office).

Nextcloud manual - www.weboke.nl
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& demo.webokecloud.nl/apps/dashboard/

Zoek contacten ...

Goedemiddag, Anne de Groot

Q Talk vermeldingen

v

Geen ongelezen vermeldingen

Overleg nieuwe website

Ik heb de eerste teksten in ...

Laten we beginnen!

## @ Beheer gespreksinstel...

Talk updates []

#3 Nieuw in Talk 25 - Classi...

MNotitie aan mijzelf

System heeft het gesprek a...

Quickly email or call someone

The

profile menu

E Belangrijke mail

v

Nog geen berichten gevenden

Maak een account aan

Eva Visser
eva.vissergexample.com

Joost Dekker

secretaris@dewstering.ex..

Lisa de Wit
demo-
handleiding@weboke_nl
. Mohamed El Amrani
- info@elamrani.example
v Pieter Jansen
pister@bakkerij-
Geen activiteiten meer vandaag

. Verjaardag oma

aver 9 uur

. Teamoverieg
over 2 dagen

. Kwartaalplanning
over 3 dagen

. Zwemles Noor
over 4 dagen

Meer activiteiten

Click your profile photo or your initials in the top right. You'll then see:

View profile: how others see your profile.
Intros: short guided tours of Nextcloud, like the one from the welcome window on
your first visit (Logging in for the first time).
Set status (1): shows whether you're online, away or busy. See Setting your status:

online, away or do not disturb.

Appearance and accessibility: light or dark theme, background and font.
Settings (2): your profile, language, security, alerts and more.

Help & privacy: help and information about Nextcloud itself.

Log out (3): sign out. Always do this on a computer that isn't your own.

Nextcloud manual - www.weboke.nl
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[ X X ] & demo.webokecloud.nl/apps/dashboard/

Goedemiddag, Anne de Groot

Q Talk vermeldingen

v

Geen ongelezen vermaldingen

Overleg nieuwe website
Ik heb de eerste teksten in ...

Laten we beginnen!
## @ Beheer gespreksinstel...

Talk updates [|
#4# Nieuw in Talk 25 - Classi...

MNotitie aan mijzelf
System heeft het gesprek a...

The profile menu behind your profile photo

E Belangrijke mail

v

Nog geen berichten gevenden

Maak een account aan

Anne de Groot
Bekijk profiel

Intros

o Status instellen

ﬂ Aanstaande a

o Instellingen

Help & privacy

v o Afmelden

Geen activiteiten meer vandaag

Weergave en toegankelijiheid

. Verjaardag oma

aver 9 uur

. Teamoverleg
over 2 dagen

. Kwartaalplanning
over 3 dagen

. Zwemles Noor
over 4 dagen

Meaer activiteiten

Tip: Some settings and buttons are (still) in English, such as Profile & contact and
Language & locale. This is because Nextcloud hasn't translated these texts yet. In this

guide, we refer to them as you see them on your screen.

Nextcloud manual - www.weboke.nl
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1.4 Nextcloud Free, Personal, Family and Max:
differences and switching

WebOké offers four Nextcloud packages. They all work the same way, but differ in storage,
number of users and extras. You'll find the current prices at www.weboke.nl/nextcloud.

Type of Nextcloud

Storage

Users

Manage users in My
WebOké

Office (Euro-Office, Talk and
more)

Al Assistant with your own
API key

Your own subdomain
(cloud.yourcompany.com)

Help

Free

Shared (your
own
account)

5 GB

No

No

No

No

Knowledge
base and Al
assistant

Which package suits you?

Personal

Your own
server

250 GB,
expandable to
500 GB

1

Yes

Option, 1
licence

No

No

Ticket, Al
assistant,
WhatsApp and
email

Family

Your own
server

500 GB,
expandable to
1TB

5

Yes

Option, up to
5 licences

Yes

Option

Ticket, Al
assistant,
WhatsApp and
email

Max

Your own
server

1TB,
expandable to
2or5TB

10,
expandable to
100

Yes

Option, up to
25 licences

Yes

Option

Ticket, Al
assistant,
WhatsApp and
email

» Free is for getting acquainted. You store a few files, your calendar and contacts, and
discover how Nextcloud works.

« Personal is for one person who wants all their files, photos and calendar in their own
cloud. With an Office licence, you can also edit documents in your browser.

« Family is for a family or a small team. Everyone has their own account and files, and
you easily share folders, calendars and albums.

« Max is for companies, associations and larger teams. You expand storage and users

as you grow.

Nextcloud manual - www.weboke.nl
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Expanding or switching

You arrange more storage, extra users or Office licences yourself in My WebOké. Go to My
Products and open your Nextcloud package. Under Configurable options, choose what
you need and click Save options.

ece & mijn.weboke.nl/mijnproducten?id=212051

L2 okt 202

88 Dashboard o Opslagruimte 1TB (inbegrepen)

Open Nextcloud £

o Nextcloud Office users
2 Mijn Producten

o Extra Nextcloud accounts 0 (Inbegrepen)
ijn Domeiner

o Subdomein van Nextcloud server Gratis subdomein op webt v

Opties opslaan

= Gebrulkersbeheer
Wijzigingen warden direct opgeslagen

# Al Assistent in Nextcloud v
Gebrulk de officiéle Al-assistent van Nextcloud binnen je eigen server
tebrulk Al in je eiper joud: chatten met de it
) Affiliate programma
\estien met het aanboanges
Al-aanbieder Mistral (EU)

A Voorbeeld Account

#4Pl-sleutel

Mijn Producten Office-gebruikers, extra accounts &n subdomein bij Configureerbare opties wehOke Nextcloud

Under Configurable options, you expand your package

« An upgrade you pay pro rata for the rest of your period. It takes effect as soon as
you've paid.

« A downgrade takes effect immediately. Just make sure your files fit within the
smaller storage space.

« Moving to a larger package, for example from Personal to Family, is always
possible. Your files simply stay in place.

« Moving from Free to a paid package means switching to your own Nextcloud.
You can read how to bring your files along in From Nextcloud Free to a paid package,
or from another Nextcloud provider.

Everything about managing your package, such as creating users and assigning licences,
you can read from The package page in My WebOké onwards.
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1.5 Which browsers, apps and devices work?

Your WebOké Nextcloud works on almost any device. You don't need to install anything in
the browser. For your computer and phone, there are free apps that automatically keep
your files, calendar and contacts up to date.

Browsers

Use the latest version of one of these browsers:

Browser

Google Chrome or Chromium

Microsoft Edge
Mozilla Firefox

Safari

Works on

Windows, Mac, Linux

Windows, Mac

Windows, Mac, Linux

Mac, iPhone and iPad

Tip: Does a button not do anything, or does a screen look odd? First update your browser
and refresh the page. If that doesn't help, try a private window. If it works there, a browser
extension (such as an ad blocker) is getting in the way.

Apps for your computer and phone

What

Synchronise files on
Windows, Mac or
Linux

Edit documents on
your computer

Files and photos on
your phone or tablet

Chat and call (with
Office)

Notes on your phone

Calendar and
contacts on the
iPhone and iPad

Nextcloud manual - www.weboke.nl

App

Nextcloud Files

Nextcloud
Office (Euro-
Office)

Nextcloud

Nextcloud Talk

Nextcloud
Notes

Builtin in iOS,
no app needed

Where to get it

www.weboke.nl/download

www.weboke.nl/download

App store and Google
Play

App store and Google
Play

App store and Google
Play

More

Why the desktop app?
Browser, app or
network drive

Euro-Office manual

Which apps do you
need on your phone
and tablet?

Talk on your phone and
notifications

Creating notes and
using them on your
phone

Calendar and contacts
on the iPhone and iPad
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DAVX5 Calendar and contacts

on Android with DAVx5

Calendar and
contacts on Android

Google Play

& www.weboke.nl/download

webkké .

Webhosting ~ Domeinen

NEXTCLOUD

Producten Support

Apps en programma's voor je Nextcloud

Werk met je WebOké Nextcloud op je computer, telefoon en tablet. Je downloadt altijd rechtstreeks

bij de maker; onze links wijzen vanzelf naar de nieuwste versie.

o Nextcloud Office

Euro-Office op je computer

Bewerk je documenten, spreadsheets en
presentaties met een programma op je computer,
net als Word, Excel en PowerPoint. Je opent
bestanden direct uit je Mextcloud en werkt samen

met collega’s in de browser. Voor de Mac is er een

versie voor Apple Silicon (M1 en nieuwer)

o Nextcloud Files

isatie-app voor je

Houd je bestanden automatisch gelijk tussen je
computer en je Nextcloud. Je bestanden staan
dan in een gewone map op je computer, ook als je
even geen imernet hebt

Al Builder EXSED

A Mijn Account —

o Nextcloud-app

Voor je telefoon en tablet

Bekijk en deel je bestanden onderweg, upload
automatisch je foto's en open documenten in
Euro-Office.

Instellen op iPhone  Instellen op Android

i Windows x64 = Windows ARMG&4 A Linux (Appimage)
& macOS (Apple Silicon) m Versie 350.0

Installeren op de Mac

Installeren op Windows

Handleiding

Nextcloud Talk

Chatten en videcbellen

DAVXS

Agenta en contacten op Android

Chat en videobel veilig met je collega’s en gasten,
via je eigen Mextcloud.

Synchroniseer je Nextcloud-agenda en -contacten
met de agenda- en contacten-app van je Android-

All apps for your Nextcloud are available at www.weboke.nl/download

Apps from others

Your Nextcloud also works together with many programs that use open standards, such as
Thunderbird, the calendar and contacts on your Mac, and Outlook with an extra connector.
Such programs almost always need an app password, because your WebOké Nextcloud
works with an extra login code. You can read how that works in App passwords: when and
how to use them.

Please note: Only use apps from the official App store, Google Play or
www.weboke.nl/download. An unknown app that asks for your Nextcloud password could
send your data to others.
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Getting started
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2.1 Logging in for the first time

Your WebOké Nextcloud is ready. In this article, you'll log in for the first time. That takes

three steps: opening the address, entering your username and password, and entering the
code from your email.

What do you need?

 The address of your Nextcloud. This is, for example, jouwnaam.webokecloud.nl,
or a custom address such as cloud.jouwbedrijf.nl. With Nextcloud Free, the address is
free.webokecloud.nl.

« Your username and password. If you ordered the package yourself, you chose
these when ordering. If someone else created an account for you, you'll get them
from that person: the administrator of the package.

« Access to your email. When logging in, you'll receive a code by email.

Are you the owner of the package? Then you can also log in to My WebOké, go to My
Products and open your Nextcloud package. The Open Nextcloud (1) button takes you
straight to the right address.

ece & mijn.weboke.nl/mijnproducten?id=212051

@ Overzicht @ Website Manager B Mijn Sitebuilders = Domeinen perpakkel & E-mail verhuizen @ WebOke Backups

8 Dashboard € Terug naar Mijn Producten

Nexteloud Max Actief Nextcloud 35 met Euro-Office  WiEuw

\ouw Nextcloud-versieis 35.0.2. Geel

€0,00

= Configureerbare opties
22 okt 2026 Een upgrade betaal je naar rato

Opslagruimte 178 (Inbegrepen)
Open Nexteloud &

Nextcloud Office users

Extra Mextcloud accounts 0 (Inbegrepen)

Subdomein van Nextcloud server Gratis subdomein op webt  «

) Affiliate programma
Werdien met het aanbrenger Opties opslaan

% Voorbeeld Account
4% Gebrulkersbeheer

# Al Assistent in Nextcloud  VOORLO®IG Sa

In My WebOké, Open Nextcloud takes you to your Nextcloud
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Step 1: username and password

1. Open your browser and type the address of your Nextcloud into the address bar.

2. Enter your username or email address (1).

3. Enter your password (2). Use the eye icon on the right of the field to see what you're
typing.

4. Click Login (3).

The Remember me checkbox is ticked by default: this keeps you logged in on this
computer for longer. If you're using a computer that isn't yours, untick it. You can read
more about Log in with a device in Setting up an authenticator app and saving backup
codes, and about Forgot password? in Changing or forgetting your password.

ese @ demo.webokecloud.nlflogin

web:iike

Inloggen bij WebOkeé
Nextcloud

o [Gebruikersnaam of email ﬁ

4 Onthoud mij
= Inloggen
Inloggen met een apparaat

Wachtwoord vergeten?

rken in je eigen cloud

Enter your details and click Login

Step 2: the code from your email

After the password, your Nextcloud asks for a six-digit code. This code has just been sent
to your email address. This way, your Nextcloud knows for sure it's really you, even if
someone else were to know your password.

1. Open your mailbox. You'll receive an email from WebOké Nextcloud with the
subject WebOké Two-Factor Authenticatie Code.

2. Type the six digits into the code field (1). On your phone, you can often tap the code
directly above the keyboard.
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3. As soon as the six digits are entered, it usually continues automatically. If nothing

happens, click Verify (2).

Above the code field, you'll see which address the code was sent to. Part of the address is

hidden with asterisks, so a passer-by can't read it.

[ X ] a demo.w loud.nlfindex. phpflogin/ch fweboke_email

web:ike
WebOké Email Verificatie

Voer de 6-cijferige code in die
naar de***@weboke.nl is
verstuurd

O

° Verifieer Code

i1 De code is 15 minuten
geldig

Controleer ook je spam folder

OF

° Verstuur nieuwe code
(178s)

Inlag annuleran

loud - Vellig in je eigen cloud

Enter the six digits from the email

Reading your email on the same device? Then you can also click the link in the email.
You'll then be logged in straight away, without having to retype the code.

Nextcloud manual - www.weboke.nl
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& )& mailbox: WebOké Two-Factor Authentlcatie Code

Elk "l

£## Email Verificatie

Beveilig je account

Hallo Lisa de Wit,

Je hebt zojulst geprobeerd in te loggen. Om je account te

bevelligen hebben we een verificatiecode naar je gestuurd.

JE VERIFICATIECODE

240867

"
1
i
'
'
i
'
'
1
'
'
l

! Let op: Deze code is 15 minuten geldig en kan maar een kee
gebruikt worden

# Klik hier om direct in te loggen

Heb je niet geprobeerd in te loggen?
Neem dan direct contact op met je beheerder. lemand probeert mogelifk

toegang te krijgen tot je account

De e-mail met je inlogcode

The email with your login code

Haven't received an email? Check your junk mail folder. After three minutes, you can have
a new code sent using Send new code (3); the button counts down the seconds. If you'd
rather not continue, click Cancel login. You can read everything about the code, and what
to do if it doesn't arrive, in The email login code: how it works and what to do if the email
doesn't arrive.

Tip: Find the email step a hassle every time you log in? Then set up an authenticator app
as well. From then on, you can also type in a code from your phone. See Setting up an
authenticator app and saving backup codes.

Step 3: welcome!

You're in. You'll land on the Dashboard. The first time, a welcome window from Nextcloud
appears. This is (still) in English. Choose Yes (2) for a short tour of the buttons, or No (1)
to dive straight in yourself. You can also close the window with the cross.
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@8 ® & demowebokecloud.nifappsidashboard/

Welcome!
Welcome to Nextcloud's dashboard.

Would you like to follow a short tutorial to leam
how to use Nextcloud?

°No 'raao

The welcome window on your first visit

After that, you'll see your Dashboard. You can read what all the buttons do in A tour of the
screen.
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[ X X ] & demo.webokecloud.nl/apps/dashboard/

Goedemiddag, Lisa de Wit

Q Talk vermeldingen BE Belangrijke mail u Aanstaande activ...

v v

Geen angelezen vermeldingen \/ Geen activiteiten meer vandaag

Notitie aan mijzelf Nog geen berichten gevonden . Voorbeeldafspraak - ope...

System heeft het gesprek a... over 5 dagen
Maak een account aan

Talk updates ]
## Nieuw in Talk 25 - Classi...

Laten we beginnen!
#4 & Beheer gespreksinstel..

Overleg nieuwe website
Ik heb de eerste teksten in ...

Your Dashboard after logging in

Staying logged in

With Remember me ticked, you'll stay logged in on that computer for a longer period, even
if you close the browser. This is handy on your own computer. If you're working on
someone else's computer, always log out: click your profile picture and choose Log out.

Having trouble?

What do you see? What do you do?

Incorrect login or password. Check for capital letters and whether Caps Lock is on.
Forgotten your password? See Changing or forgetting your
password.

No email with the code arrives Check your junk mail folder and wait a few minutes. See

The email login code: how it works and what to do if the
email doesn't arrive.

A message about too many or You'll be slowed down briefly. See Multiple invalid login
invalid login attempts attempts: why you're being slowed down and how to fix it.
The page doesn't load or your Check the address. See Nextcloud is unreachable or slow:
browser warns about an insecure check this first and Certificate warning or insecure
connection connection.
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2.2 Filling in your profile: name, photo, email
address, language and time zone

A completed profile is handy for you and for the people you work with. They see your

name and photo when you share something, and you receive notifications and login codes
at the right email address. It only takes two minutes.

Going to your profile

1. Click your profile picture or your initials in the top right corner.

2. Choose Settings.

3. You land directly on Profile & contact.

ese @ demo.webokecloud.nljindex.php/settingsfuser/profile-contact

Personal

| & Profile & contact
@ Language & |ocale
@ Beveiliging

0 Meldingen

¥ Weergave en toegankelijkheid

& Delen

@ Beschikbaarheid

o WebOke Import Tool

B WebOke Taken Manager
o» Flow

& Gegevensmigratie

0 Intros

Administration

T Uiterlijk

Profile & contact

D

Anne de Groot

©

Nextcloud profile

View full profil

e

° Upload profielafbeelding

Selecteer uit Nextcloud Files

t bestand moet een PNG of |PG bestand zijn

it ik
o Anne de Groot

Parsoonlijke v

Locatie

Geboortedatum

)OIMaamwoo

rde

en, berichten, en meer

dd-mm-yyyy

Hoofdlijn

Over

Filling in your profile under Profile & contact

Your photo

Click Upload profile picture (1) and choose a photo from your computer. If the photo is
already in your Nextcloud, choose Choose from Nextcloud Files. The photo must be a
PNG or JPG file. You can crop it afterwards. Without a photo, Nextcloud shows your initials

in a coloured circle.

Nextcloud manual - www.weboke.nl
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Your name

Under Full name (2), enter your first and last name. Other people see this name when
you share something with them or send them an appointment. Changes are saved
immediately, you don't need to click Save anywhere.

Tip: You can't change your username, which you use to log in. You can change your full
name, though.

Who sees what?

There's an icon next to each field (3). Use it to decide who can see that piece of
information. Click the icon and choose, for example, only you, only the people in your
Nextcloud, or also people on other Nextclouds you work with. Only fill in what you want to
share. Location, date of birth, phone number and the social media fields are optional.

Your email address: important!

Scroll down to the Contact section. Under Primary email address (1) is the email
address where you receive notifications, your login codes and emails for a new password.
Check that it's correct and that you actually read that mailbox.

berichten, en meer

Contact
I& Profile & contact Motificatios ssword reset uests will be sent to your primary email

@ Language & locale

Primary ama S5
demo-handleiding@weboke.nl

& Beveiliging

0 Meldingen Additional address

Telefoonnummer

+ Weergave en toegankelijkheid

2 Delen
Website

@ Beschikbaarheid
o WebOke Import Tool Fediverse (b.v. Mastodon)

B WebOke Taken Manager -
Bluesky

o Flow

= X (voorheen Twitter)
& Gegevensmigratie \ - gl
o Intros Your groups
h212051, office, users

. Administration Je gebruikt 1.3 MB van 1 TB (0%)

T Uiterlijk

B Redenen om Nextcloud te gebruiken in jouw organisatie

Ontwikkeld door de Nextcloud community, de broncode s gelicenseard onder de AGPL

Je e-mailadres: hier komen je inlogcodes en meldingen binnen

Your email address: this is where your login codes and notifications arrive
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Please note: Your login code arrives at this address. If you change it to an address you
can't read, you won't be able to log in next time. If you're unsure, leave it as it is or ask the
administrator of your package.

At the bottom of this section, under Your groups, you can see which groups you're in, and
how much storage you're using out of the total.

Language, locale and time zone

Click Language & locale on the left.

en, berichten, en meer

Personal

2 Profile & contact Language & locale

| @ Language & locale Taal

@ Beveiliging | Nederlands

0 Meldingen Help met vertalen
+ Weergave en toegankelijkheid .
.5 ks o 4 Regionale instellingen

4 Delen Bijvoorbeeld: 24-10-2026 16:08:39

@ Beschikbaarheid | Dutch (Netherlands)

o WebOke Import Tool Eerste dag van de week

B WebOke Taken Manager | Afgeleid van je regionale instellingen Maandag

o Flow i' Amsterdam

& Gegevensmigratie

0 Intros

Administration

T Uiterlijk

Choosing language, locale and time zone

« Language: the language of all menus and buttons. Choose, for example, English,
Deutsch or Francais.

» Locale: determines how dates and times look. With English (United Kingdom), that's
day-month-year with a 24-hour clock.

» First day of the week: for your calendar. In the United Kingdom, that's Monday.

o« Time zone: the last field, for example London. If your time zone is wrong, your
appointments will show at the wrong time.
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2.3 Making the Dashboard your own

The Dashboard is the first thing you see after logging in. It's made up of blocks, called
widgets. Each widget shows something from an app: your next appointments, your latest
messages, tasks that are coming up. You choose which widgets you want to see.

Choosing widgets

1. Go to the Dashboard: click the first icon in the blue bar, or the WebOké logo.

2. Click Customise at the bottom.

3. The Edit widgets window opens. Tick what you want to see and untick what you
don't need.

4. Close the window with the cross. Your choice is saved straight away.

ese & demo.webokecloud.nlfapps/dashboard/

Widgets bewerken

(] O

Status

Q = B - A

Talk vermel.. Belangrijke ... Aanstaand... Recente ac... Rapportages

& O i@ s O & O
Ka

arten die... Kaarten die...

Recente pa... Aanstaand...

] s () U v

Favoriete b. Ongelezen ... Notities Op deze dag Aanstaand.

o O

Recente sta...

Choose which widgets you see on your Dashboard

Which widgets are available?

Widget What you see

Status and Weather At the top, under the greeting: your own status and the
weather in a location you choose

Upcoming events Your next appointments from Calendar
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Upcoming tasks

Recent activity

Favourite files

Important mail and Unread mail
Notes

Upcoming cards, Cards due
today or tomorrow

On this day

Teams and Recent statuses
Talk mentions (with Office)
Recent pages (with Office)

Reports (with Office)

Theme and background

Tasks with a deadline from the Tasks app

What's happened with your files and shared folders

The files you've starred

Mails from the Mail app (if you've added a mailbox there)
Your latest notes

Cards from Deck with a due date

Photos from the same day in previous years
Your teams and your colleagues' status
Conversations where you've been mentioned
Pages from Collectives

Charts from Analytics

Do you find the screen too light or too dark? Click your profile picture and choose
Appearance and accessibility. There you can choose, among other things:

» Match system: follows the setting on your computer or phone (light during the day,
dark if your device is set to dark).

« Light theme or Dark theme.

» High contrast themes and a font that's easier to read if you have dyslexia. Scroll

down for these.

« Further down, you can also choose a different background.

Nextcloud manual - www.weboke.nl
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a8 demo.webokecloud.nlfindex. phpfsetting

Personal

Profile & contact Appearance and accessibility settings

Language & locale Universal access is very impartant to us. We follow web standards and check to make everything usable
also without mouse, and assistive software such as screenreaders. We aim to be compliant with the Web

Beveiliging Content Accessibility Guidelines 2.1 on AA level, with the high contrast theme even on AAA level,

Als je problemen tegenkomt, aarzel dan niet om deze te rapporteren op onze issue tracker. En als je

Meldingen
e betrokken wilt raken, word dan lid van ons designteam!

Weergave en toagankelijkheid

Delen
Standaard systeemthema

Beschlbasteld De standaard systeemweergave gebruiken

stk knpork ol @® Schakel het standaard systeemthema in

WebOke Taken Manager

Flow

Gegevensmigratie i
Licht thema

Intros De standaard lichte weergave

Schakel het standaard lichte thema in
Administration o

T Uiterlijk

Donker thema
Een donker thema om je ogen te laten rusten door het verminderen van de
algehele lichtsterkte en helderheid.

(O Donker thema inschakelen

You choose the theme and background under Appearance and accessibility
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2.4 Setting up notifications and emails about

activity

Your Nextcloud lets you know when something happens that concerns you. For example, if
someone shares a file with you, posts a comment, or invites you to an appointment. This

happens in three ways:

« In your Nextcloud: the bell icon in the top right gets a red dot.

By email: a message to the address in your profile.

« As a push notification: a notification on your phone, if you use the Nextcloud app.

Viewing your notifications

Click the bell icon. You'll see your notifications listed one below the other, with the newest
at the top. Click a notification to go to it. Use the cross next to it to remove it, or Dismiss

all notifications to clear everything.

Goedemiddag, Anne de Groot

Q Talk vermeldingen ] Belangrijke mail

v

Geen ongelezen vermeldingen \/

e Overleg nieuwe website
Ik heb de eerste teksten in ...

Nog geen berichten gevonden

Maak een account aan
Laten we beginnen!
## © Beheer gespreksinstel...

@ Talk updates |
#4# Nieuw in Talk 25 - Classi,..

Notitie aan mijzelf
Systemn heeft het gesprek a...

Your notifications behind the bell icon

Choosing what you get

1. Click your profile picture and choose Settings.
2. Click Notifications on the left.
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eergisteren X

Een beheerder maakte een app
&  wachtwoord voor een sessie met
de naam "handleiding”

eergisteran X
@ Genereer back-upcode

Je hebt tweefactorauthenticatie
\/ ingeschakeld, maar nog geen back-
fes nenenereerd. Die zijr

Geen activiteiten

* Wis alle meldingen

. Verjaardag ¢
over 9 uur

Teamoverleg
over 2 dagen

. Kwartaalplanning
over 3 dagen

. Zwemles Noor
over 4 dagen

Meer activiteiten
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ese @ demo.webokecloud.nlfindex.php/settings/user/notifications

Personal o

& Profile & contact Meldingen

en, berichten, en meer

@ Language & locale Verzend e-mailherinneringen over onverwerkte meldingen na:

& Bevelliging Nooit

| @ Meldingen (O Geluid afspelen wanneer er een nieuwe melding binnenkomt

Ol Geluid afspelen wanneer een gesprek is gestart (vereist Nextcloud Talk)

+ Weergave en toegankelijk

& Delen

@ Beschikbaarheid

o WebOke Import Tool

B WebOke Taken Manager
o Flow

& Gegevensmigratie

0 Intros

. Administration

T Uiterlijk

Instellen welke meldingen je krijgt en hoe

Activiteit

Selecteer voor welke activiteiten je een e-mail- of p

Agenda, contactpersonen en taken
Een agenda is aangepast

Een agenda gebeurtenis is aangepast
Een agenda to-do was aangepast

Een contactpersoon of adreshoek is gewijzigd

Bestanden
Reacties voor bestanden
Een bestand of map is gewijzigd

Systeemmarkeringen voor een bestand zijn gewijzigd

Setting up which notifications you receive and how

At the top, under Notifications, you set:

Push
O
O
(W]
O

Push

 Send email reminders for unread notifications after: if you haven't checked a
notification for a while, you'll get an email about it. Choose after how much time, or

Never.

» Whether you hear a sound for a new notification or when a conversation starts in

Talk.

Below that, under Activity, you'll see a table. For each type of event, you can tick whether

you want an Email, a Push notification on your phone, or both. For example:

» A file or folder has changed: useful for a folder you share with others, but it can

generate a lot of emails.

« A calendar event has been modified: if someone moves a shared appointment.
» Notifications about Deck, Talk and Forms, if you use those apps.

Right at the bottom, you can turn on a Daily activity summary: then you'll get a single
email each day with everything that happened, instead of separate emails.

Tip: Getting too much email? Turn off the checkboxes under Email and choose the daily
summary instead. You won't miss anything, as everything still appears behind the bell icon
and in the Activity app.

Nextcloud manual - www.weboke.nl
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2.5 Setting your status: online, away or do not
disturb

Your status shows others in your Nextcloud whether you're available. They see your status
next to your profile picture, in Talk, when sharing, and in the Recent statuses widget. The
green tick next to your profile picture means: online.

Choosing your status

1. Click your profile picture in the top right.
2. Click Set status (1).

ese & demo.webokecloud nljapps/dashboard/

Anne de Groot
» Bekijk profiel
Goedemiddag, Anne de Groot

o Intros

o Status instellen

Q Talk vermeldingen B4 Belangrijke mail u Aanstaande a + Weergave en toegankelijkheid
Instellingen

Help & privacy
\/ V/ Afmelden

Geen ongelezen vermeldingen \/ Geen activiteiten meer vandaag

Overleg nieuwe website Nog geen berichten gevonden . Verjaardag oma

Ik heb de eerste teksten in ... over @ uur
Maak een account aan

Laten we beginnen! Teamoverleg
## @ Beheer gespreksinstel... over 2 dagen

@ Talk updates [| . Kwartaalplanning

#4# Nieuw in Talk 25 - Classi... over 3 dagen

Notitie aan mijzelf . Zwemles Noor
System heeft het gesprek a... over 4 dagen

Meer activiteiten

Click your profile picture, then Set status

The Online status window opens. Choose one of these:

Status Meaning
Online You're here.
Away You've stepped away for a bit. Nextcloud also sets your status to away

automatically if you're inactive for a while.

Busy You're here, but busy.
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Do not You won't get any notifications, not even from Talk. Handy during a presentation.
disturb
Invisible You're online, but others see you as away.

Online status

Online

D Afwezig

@ Bezet

@ Niet storen
(O Verborgen

Statusbericht

1 In een vergadering - over 1 uu
] Woon-werk - over 30 minute

] Zo weer terug - over 15 minut
] Thuiswerken - Vandaa

1 Ziek - Vandaa

| Op vakantie - Niet wissen

Status wissen na  Niet wissen hd

Statusbericht wissen Statusbericht instellen

Kies je status en eventueel een bericht webOké Nextcloud

Choose your status and, if you like, a message

A status message

Under Status message, type a short text, such as On a course until 2 pm, or choose one
of the examples: In a meeting, Commuting, Be right back, Working remotely, Out sick or
Vacationing. Under Clear status after, choose when the message should disappear
automatically. Click Set status message to save it, or Clear status message to remove
it.

Tip: Away for longer, say on holiday? Set an out-of-office message too. Others will see it
when they invite you. See Setting working hours and absence.
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2.6 Quick start: the five things to do on your first
day

You're logged in and you know your way around your Dashboard. These five steps will help
you get the most out of your WebOké Nextcloud straight away. Each step takes just a few
minutes. Do them in this order.

1. Set up your security properly

First, check your email address in your profile (Filling in your profile: name, photo, email
address, language and time zone): that's where your login codes arrive. Then set up an
authenticator app and save your backup codes (Setting up an authenticator app and
saving backup codes). That way you'll always be able to log in, even if your email isn't
working.

[ L X @ demo.webokecloud.nlfindex. php/settings/user/security
n, berichten, en meer
Personal o

2 Profile & contact Wachtwoord

@ Language & locale Huidig wack
| & Beveiliging Nieuw wachtw
0 Meldingen Wachtwoord wijzigen

+ Weergave en toegankelijkheid

& Delen

@ Beschikbaarheid Tweestapsverificatie C
hogen
o WebOke Import Tool
rbinden, zorg om voor elke app eer
B WebOke Taken Manager wachtwoord o e cor en voordat "t tor authenticatie” w eerd

o Flow ;
& Nextcloud melding

& Gegevensmigratie

o Intros (I Gebruik twee-factor authenticatie via Nextcloud meldingen

Administration t TOTP (Authenticator app)
o ] Inschakelen TOTP

T Uiterlijk
& Back-upcode

Genereer back-upcode

Inloggen zonder wachtwoord

Stel voor je account wachtwoordloze authenticatie in volgens de FIDOZ standaard

Setting up an authenticator app under Settings, Security

2. Install the app on your computer

With the free Nextcloud Files app, your files also appear in a regular folder on your
computer, and stay automatically in sync with your Nextcloud. Download the app from
www.weboke.nl/download. See Installing Nextcloud Files on Windows (Windows) or
Installing Nextcloud Files on Mac (File Provider) (Mac) for the steps.
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3. Set up your Nextcloud on your phone

Install the Nextcloud app on your iPhone (The Nextcloud app on iPhone or iPad) or Android
phone (The Nextcloud app on Android). Then turn on automatic photo uploading straight
away (Automatically uploading photos). That way every new photo is also safely stored in
your own cloud.

4. Add your calendar and contacts to your phone

Want to see your Nextcloud calendar and contacts in your phone's regular calendar app
too? On the iPhone, see Calendar and contacts on the iPhone and iPad, on Android, see
Calendar and contacts on Android with DAVx5. For the iPhone, first create an app password
(App passwords: when and how to use them). On Android, you log in to the DAVx5 app
through your browser.

5. Share your first folder

Share a folder with a colleague or family member (Sharing with a user from your own

Nextcloud), or create a public link for someone without an account (Creating a public link:
viewing, editing, password, expiration date and download limit). This is where you'll really
feel the benefit of having your own cloud: working together without emailing attachments.

What's next?

« Switching from Google, Dropbox or OneDrive? Start at Preparing: what to bring and
in which order.

» Want to work with Word, Excel and PowerPoint files in your browser? Read the Euro-
Office manual.

o Are you the administrator of the package? Create accounts for your family or
colleagues (Creating, editing, disabling and deleting users).
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Logging in and security
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3.1 How does WebOké secure your Nextcloud?

Your Nextcloud often holds your most important files: contracts, photos, your admin. That's
why your WebOké Nextcloud is well secured from day one. We take care of part of this, and
you take care of the rest. This article covers both.

What WebOké arranges for you

« Your data stays in the Netherlands. In two Dutch data centres run by NorthC, in
Aalsmeer and Oude Meer. Not with an American tech company.

- A dedicated server per package. With Personal, Family or Max, your Nextcloud
runs separately from other customers' Nextclouds. Only Nextcloud Free is a shared
Nextcloud, with its own account per user.

« Encrypted connection. Your Nextcloud only works over https, with a valid
certificate. You can see this from the padlock in your address bar.

» Encrypted storage. The disks holding your data are encrypted.

- Always an extra login code. After your password, your Nextcloud asks for a code
sent by email. This is called Two-Factor Authentication (or 2FA). It's switched on for
everyone and can't be turned off. See The email login code: how it works and what to
do if the email doesn't arrive.

» Strong passwords. Your Nextcloud only accepts passwords of at least 10
characters, with an uppercase letter, a lowercase letter, a number and a special
character. Passwords that are common or known from data breaches are rejected.

» Slowing down intruders. If someone repeatedly tries the wrong password, your
Nextcloud slows down login attempts from that internet address. This makes
guessing a hopeless task. See Multiple invalid login attempts: why you're being
slowed down and how to fix it.

 Updates and backups. We keep your Nextcloud up to date with security updates
and make backups. You can read what this means for you in Backups with WebOké:
what we keep and what you can do yourself.

What you do yourself
Go to your security settings:

1. Click your profile photo or initials in the top right.
2. Choose Settings.
3. Click Security on the left.
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Personal

Profile & contact
Language & |ocale
Beveiliging

Meldingen

# Weergave en toegankelijkheid

Delen

Beschikbaarheid
WebOke Import Tool
WebOke Taken Manager
Flow

Gegevensmigratie

0 Intros

Administration

T Uiterlijk

[ 8]

Wachtwoord

o Huidig wachtwoord

Nieuw wachtwoord

Wachtwoord wijzigen

Tweestapsverificatie © o

Gebruik een tweede factor naast je wachtwoord om de beveiliging van je account te verhogen

Als u toepa:

van derden gebruikt om met Nextc
wachtwoord te g

&« Nextcloud melding

o (B Gebruik twee-factor authenticatie via Nextcloud meldingen

© TOTP (Authenticator app)

o | Inschakelen TOTP

& Back-upcode

o Genereer back-upcode

Inloggen zonder wachtwoord

verbinden, zorg er ds

or om voor elke app eer

or authenticatie" veerd

Stel voor je account wachtwoordloze authenticatie in volgens de FIDO2 standaard

Settings, Security: here's where you manage your own security

On this page, you manage everything related to logging in. From top to bottom:

Section

Password (1)

Two-Factor
Authentication
(2)

Passwordless
login

End-to-end
encryption

Devices &
sessions

Nextcloud manual

What it does

Change your password

Besides the email code, also use a
notification on another device (3),

an authenticator app (4) or backup
codes (5)

Log in with a security key or
passkey

Encrypt folders that only you can
read

See where you're logged in, create
and revoke app passwords

- www.weboke.nl

Read more

Changing or forgetting your
password

Setting up an authenticator app and
saving backup codes and Approving
login with a notification on another
device

Setting up an authenticator app and
saving backup codes

End-to-end encryption: when to use
it, and when not to

App passwords: when and how to
use them and Viewing, revoking, or
remotely wiping devices and
sessions
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Our tips in brief

1. Choose a long password that you don't use anywhere else. A password manager can
help with this.

2. Set up an authenticator app and keep your backup codes somewhere safe (Setting
up an authenticator app and saving backup codes).

3. Use a separate app password for each calendar, contacts or other app (App
passwords: when and how to use them).

4. Check Devices & sessions now and then to make sure you recognise all the devices
(Viewing, revoking, or remotely wiping devices and sessions).

5. Log out on computers that aren't your own.

6. Secure your mailbox well too: that's where your login codes arrive.

Please note: WebOké will never ask for your password or login code, not by email, not by
phone and not via WhatsApp. If you receive such a request, don't share any information
and contact us.
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3.2 The email login code: how it works and what

to do if the email doesn't arrive

Every time you log in via the browser, your WebOké Nextcloud asks for a six-digit code
after your password. You receive this code by email. This way, someone who knows your

password still can't just log in: they also need access to your mailbox.

How it works

1. You enter your username and password and click Login.

2. Your Nextcloud immediately sends an email to the email address in your profile. On

screen you can see which address, partly hidden with asterisks.

3. You enter the code. After six digits it usually continues automatically; otherwise click

Verifeer Code.

[ L X ] @ demo.webokecloud.nlfindex php/login/challenge/weboke_email

The code screen after your password

The email

The email comes from WebOké Nextcloud (nextcloud@weboke.nl) with the subject

web:iike
WebOké Email Verificatie

Voer de 6-cijferige code in die
naar de***@weboke.nl is
verstuurd

O

o Verifieer Code

7 De code is 15 minuten
geldig

Controleer ook je spam folder

° Verstuur nieuwe code
(178s)

Inlog annuleran

loud - Vellig in je eigen cloud

WebOké Two-Factor Authenticatie Code. It contains:

» your six-digit verification code;

Nextcloud manual - www.weboke.nl
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« a button Klik hier om direct in te loggen: handy if you're reading the email in the
same browser, as you won't need to type anything;
« what to do if it wasn't you.

ece & Je mailbox: WebOké Two-Factor Authenticatie Code

& o

£## Email Verificatie

Beveilig je account

Hallo Lisa de Wit,

Je hebt zojuist geprobeerd in te loggen. Om je account te

beveiligen hebben we sen verificatiece

JE VERIFICATIECODE

240867

U Let op: Deze code is 15 minuten g
gebruikt worden,

# Klik hier om direct in te loggen

Heb je niet geprobeerd in te loggen?
Neem dan direct contact op met je beheerder. lemand probeert mogelijk

The email with your login code

A code is valid for 15 minutes and only works once. If you request a new code, always
use the latest email.

Please note: Did you receive a login code while you weren't logging in? Then someone
else probably knows your password. Don't use the code and don't give it to anyone.
Change your password as soon as possible (Changing or forgetting your password) and
check Devices & sessions for any unfamiliar devices (Viewing, revoking, or remotely wiping
devices and sessions).

The email doesn't arrive: what now?

1. Wait a minute. Sometimes an email takes a little while.

2. Check your junk mail or spam folder. If it's there, mark it as not spam. Then
future emails will go straight to your inbox.

3. Request a new code. The Verstuur nieuwe code button becomes active after
three minutes. After that, only use the code from the latest email.

4. Check which address the code is sent to. This is shown (partly hidden) on the
code screen. If the address is wrong, or you can no longer access that mailbox? Ask
the administrator of your Nextcloud package to change your email address. The
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administrator does this in Mijn WebOké under Gebruikersbeheer, with Edit data. If
you're the owner yourself, please contact WebOké.

5. Is your mailbox full? A full mailbox won't accept new mail. Clear it out and request
a new code.

Tip: Don't want to depend on your email? Then set up an authenticator app as well
(Setting up an authenticator app and saving backup codes). That way, when logging in,
you can choose whether to use the code from the email or from the app.

Why doesn't an app on my phone ask for a code?

The Nextcloud apps for your computer and phone log in once via your browser, with your
password and code. After that, they generate their own key and you won't need to log in
again. Other apps, such as your iPhone's calendar or Thunderbird, can't enter a code.
These use an app password instead. You can read how this works in App passwords: when
and how to use them.

Nextcloud manual - www.weboke.nl 49 / 440



WebOké

3.3 Setting up an authenticator app and saving
backup codes

An authenticator app generates a new six-digit code on your phone every 30 seconds. You
type that code in when logging in, instead of the code from your email. It's faster and it
also works if your email is temporarily unavailable. Well-known free apps include Microsoft
Authenticator, Google Authenticator, Aegis (Android) and the authenticator built into
password managers such as Bitwarden, 1Password or Proton Pass. In Nextcloud, this is
called TOTP.

Step 1: enable TOTP

1. Install an authenticator app on your phone, if you don't already have one.

2. Go to your security settings in your Nextcloud: click your profile picture, choose
Settings and click Security on the left.

3. Under TOTP (Authenticator app), tick Enable TOTP (1).

[ L X @ demo.webokecloud.nlfindex.php/settingsiuser/security
anden, berichten, en meer
Personal o

& Profile & contact Wachtwoord

@ Language & locale Huidig wach
| & Bevelliging Nieuw wachtwoord
Siheldngen Wachtwoord wijzigen

+ Weergave en toegankelijkheid

& Delen

@ Beschikbaarheid Tweestapsverificatie ©
Gebruik een tweede factor naast je wachtwoord om de beveiliging van je account te verhogen

o WebOke Import Tool

1 derden g skt om mat Ne; rbinden, zorg er om voor elke app eer

B WebOke Taken Manager en en te configureren voordat "ty authenticatie eerd

o Flow
) ¢« Nextcloud melding
& Gegevensmigratie

o Intros O Gebruik twee-factor authenticatie via Nextcloud meldingen

Administration z TOTP (Authenticator app)

T Uiterlijk o 1 Inschakelen TOTP

& Back-upcode

Genereer back-upcode

Inloggen zonder wachtwoord

Stel voor je account wachtwoordloze authenticatie in volgens de FIDOZ standaard

Tick the Enable TOTP checkbox

Step 2: scan the QR code

1. Does your Nextcloud ask for your password first? Enter it to confirm. This happens
with every important change to your security settings.
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2. A QR code (1) appears with the text As a quick procedure, scan this QR code with
your TOTP app. Open your authenticator app, choose to add a new account and scan
the code.

3. Your app now shows a six-digit code for WebOké Nextcloud.

4. Below the QR code, your Nextcloud asks for a test code (2): After setting up your
app, you need to enter a test code to ensure everything works correctly. Type the
code from your app into the field and click Verify. Only then is TOTP actually
switched on.

ese & demo.webokecloud.nlfindex. phpfsettings/user/security

2 beveiliging van je account te verhogen
Personal
rbinden, zorg om voor elke app eer
authenticatie eactiveard

& Profile & contact

8 Snaliagebicee & Nextcloud melding

| & Bevelliging X o _
CEB Gebruik twee-factor authenticatie via Nextcloud meldingen

0 Meldingen
+ Weergave en toegankelijkhei © TOTP (Authenticator app)

& Delen (_ Inschakelen TOTP
Je nieuwe TOTP geheim is: HPEDRPDIVTFEXHPGEKP
@ Beschikbaarheid

Als snelle procedure, scan deze QR-code met uw TOTP-app
w WebOke Import Tool
B WebOke Taken Manager
o Flow

& Gegevensmigratie

m Intros
Na het instellen van je app moet je een testcode invoeren om er zeker van te zijn dat alles goed werkt

e )
Administration o ( Authentica J Verifieren
.

< Uiterlijk
& Back-upcode

Genereer back-upcode

Inloggen zonder wachtwoord

tel voor je account wachtwoordloze authenticatie in volgens de FIDO2 standaard

Scan the QR code and enter the code from your app to confirm

Tip: Can't scan, for example because your Nextcloud is open on the same phone? Above
the QR code, there's also a secret key shown as text, after Your new TOTP secret is:. Type
or paste that into your app. Password managers such as Bitwarden and 1Password can
also pick up the key automatically.

Step 3: create and save backup codes

If you lose your phone, you no longer have access to your authenticator app. That's what
backup codes are for: ten codes, each of which works once.

1. On the same page, under Backup code, click Generate backup codes (1).
2. You'll see ten codes. Save them with Save backup codes or print them with Print
backup codes.
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3. Store them somewhere safe, not on the same phone as your authenticator app. For
example, print them and keep them with your important papers, or store them in
your password manager.

[ X X | & demo.webokecloud.nlfindex. php/settings/user/security

en, berichten, en meer
Personal

& Profile & contact

& Language & |locale
| & Beveiliging Nieuw wachtwoord

& Meldingen Wachtwoord wijzigen

+ Weergave en toegankelijkheid

& Delen

@ Beschikbaarheid Tweestapsverificatie ©

Gebruik een tweede factor naast je wachtwoord om de beveil g van je account te verhogen
= WebOke Import Tool

Als u toep n gebrulkt om maet Ne rbinden, zorg er om voor elke app eer
B WebOke Taken Manager wachtwoord en en te configureren voordat “tweede factor authenticatie® w tiveerd

o» Flow

i « Nextcloud melding
& Gegevensmigratie

o Intros (@ Gebruik twee-factor authenticatie via Nextcloud meldingen

Administration 2 TOTP (Authenticator app)

< Uiterlijk | Inschakelen TOTP
iterlij

& Back-upcode

o Genereer back-upcode

Inloggen zonder wachtwoord

Stel voor je account wachtwoordloze authenticatie in volgens de FIDOZ standaard

Create backup codes with Generate backup codes

If you've switched on TOTP but haven't created backup codes yet, your Nextcloud will
remind you with a notification by the bell icon: Generate backup codes.

Please note: You only see the backup codes once. If you generate new codes later, the
old ones stop working.

Logging in with your authenticator app

If you have TOTP switched on alongside the email code, your Nextcloud will ask, after your
password, which second step you want to use. Choose the authenticator app and type in
the code your app shows at that moment. If you've lost your phone, choose Use backup
code and enter one of your backup codes. Cross off any code you've used like this on your
list.

Passwordless Authentication

Below two-factor authentication, you'll also see Passwordless Authentication. There,
you can use Add WebAuthn device (1) to link a security key (such as a YubiKey) or a
passkey from your computer or phone. After that, you can choose Log in with a device

Nextcloud manual - www.weboke.nl 52 /440



WebOké

on the login screen. This is an extra option; your password and your other methods keep

working as normal.

Personal

2 Profile & contact
@ Llanguage & |ocale
| & Beveiliging
0 Meldingen
+ Weergave en toegankelijkheid
& Delen
@ Beschikbaarheid
o WebOke Import Tool
B WebOke Taken Manager
o Flow
& Gegevensmigratie

m Intros

Administration

T Uiterlijk

Inloggen zonder wachtwoord met een be

D nloggen zonder wachtwoord

Stel voer je account wachtwoordloze authenticatie in volgens de FIDO2 standaard

| @ Geen apparaten geconfigureerd.

o WebAuthn-apparaat toevoegen

Begin-tot-eind versleuteling

End-to-end encryption is currently disabled. You can set it up with the Nextcloud clients

Enable E2EE navigation in browser

Apparaten & sessies

Web, desktop en maohbiele clients die momenteel zijn ingelogd op je account
Apparaat Laatste activiteit
@ Huidige sessie enkele seconden geleden

@ handleiding enkele seconden geleden -

App naam

Linking a security key or passkey

Getting a new phone

Switching to a different phone? First transfer your accounts in your authenticator app

(most apps have a feature for this), or switch TOTP off and then on again and scan the new
QR code with your new phone. Do this before you wipe or hand in your old phone.
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3.4 Approving login with a notification on another
device

Are you already logged in on another device, for example in the Nextcloud app on your
phone? Then you can also approve a new login with a notification. You don't need to type
in a code: you get a notification on your other device and tap to approve.

Turning it on

1. Click your profile picture or initials in the top right.
2. Choose Settings.
3. Click Security on the left.

Under Nextcloud notification, switch on the toggle Use Nextcloud notifications for
two-factor authentication (1).

ese @ demo.webokecloud.nlfindex.php/settings/user/security

Personal o

& Profile & contact Wachtwoord

@ Language & |ocale Huidig wachtwoord
| & Beveiliging Nieuw wachtwoord

0 Meldingen Wachtwoord wijzigen

F Weergave en toegankelijkheid

& Delen

© Beschikbaarheid Tweestapsverificatie ©

m de beveiliging van je account te verhogen
o WebOke Import Tool
ito 1 uik erbinden, zorg e T voor elke app eer
B WebOke Taken Manager wachtwoord te r = en te configure we r authenticatie® erd

o Flow
&« Nextcloud melding

& Gegevensmigratie

o Intros o (B Gebruik twee-factor authenticatie via Nextcloud meldingen

[r— @ TOTP (Authenticator app)

< Uiterlijk "1 Inschakelen TOTP
iterlij

& Back-upcode

Genereer back-upcode

Inloggen zonder wachtwoord

Stel voor je account wachtwoordloze authenticatie in volgens de FIDO2 standaard

Inloggen goedkeuren met een melding: de schaketaar bij Nextcloud melding

The toggle under Nextcloud notification

How to log in with it

1. Log in with your username and password.

2. At the second step, choose Nextcloud notification.

3. Get your other device where you're already logged in: your phone with the Nextcloud
app, or another browser.
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4. A notification about the new login appears there. Approve it.
5. The first screen carries on automatically.

Please note: Only approve a login that you're doing yourself at that moment. If you get
such a notification while you're not logging in, reject it and change your password
(Changing or forgetting your password).

Tip: This method only works if you're genuinely still logged in somewhere else. The code
by email always keeps working. Also set up an authenticator app or back-up codes as well
(Setting up an authenticator app and saving backup codes).
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3.5 App passwords: when and how to use them

Because WebOké Nextcloud asks for an extra code when you log in, some apps can't log in
with your regular password. They simply can't enter that code. For such apps, you create
an app password: a separate, long password that's only used for that one app.

When do you need an app password?

App or device

Nextcloud Files on your
computer

Nextcloud app on your
phone or tablet

Calendar and contacts on
your iPhone, iPad or Mac

DAVx5 on Android

Thunderbird

Outlook with CalDav

App password needed?

No: you log in via your browser and the app handles it itself
(Installing Nextcloud Files on Windows)

No, you log in via the login screen in the app. However, you can
scan an app password as a QR code (The Nextcloud app on
iPhone or iPad)

Yes (Calendar and contacts on the iPhone and iPad, Calendar and
Contacts on the Mac)

Usually not: choose to log in via the browser. If that doesn't work,
use an app password (Calendar and contacts on Android with
DAVx5)

Yes (Calendar and contacts in Thunderbird)

Yes (Calendar in Outlook with CalDav Synchronizer)

Synchronizer

Yes (Your Nextcloud as a network drive (WebDAV) in Explorer or
Finder)

Your Nextcloud as a network
drive (WebDAV)

Other programs, such as Yes
backup software on a NAS

Tip: Does an app show the error 401, or does it keep asking for your password? Then it's
almost always trying to log in with your regular password. Create an app password and
enter that instead. See also An app says "401" or keeps asking for your password.

Creating an app password

1. Click your profile picture or initials in the top right.
2. Choose Settings.
3. Click Security on the left.

4. Scroll down to Devices & sessions.

5. At the bottom, under App name (1), enter a name you'll recognise the app by later,
for example Calendar iPhone Anne.

6. Click Create new app password (2).
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ese @ demo.webokecloud.nlfindex.php/settings/user/security

Personal D nloggen zonder wachtwoord

Stel voor je account wachtwoordloze authenticatie in valgens de FIDO2 stand:

& Profile & contact
@ Language & locale © Geen apparaten geconfigureerd,

| & Bevelliging WebAuthn-apparaat toevoegen
0 Meldingen
¥ Weergave en toegankelijkheid

- b Begin-tot-eind versleuteling

© Beschikbaarheld End-to-end encryption is currently disabled. You can set it up with the Nextcloud clients

o WebOke Import Tool Enable E2EE navigation in browser
B WebOke Taken Manager

o» Flow

& Gegevensmigratie

o Intros Apparaten & sessies

Web, desktop en mobiele clients die momenteel zijn ingelogd op je account
Administration

Apparaat Laatste activiteit
T Uiterlijk

@ Huidige sessie enkele seconden geleden

@ handleiding enkele seconden geleden

App naam
(Agenda iPhone Anne| ]

Creéer een nieuw app wachtwoord o

Geeaf het app-wachtwoord een naam en klik op C

Give the app password a recognisable name

The New app password window opens. It shows your username (under Login) and the
new app password (under Password). Copy the password and paste or type it into the app,
in the field where it asks for your password. Use your regular Nextcloud username as the
username.
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@ demo.webokecloud.nljfindex.php/settings/user/security

Nieuw appwachtwoord x

Gebruik de gegevens hieronder om je app of
apparaat te configureren, Uit
veiligheidsoverwegingen wordt dit wachtwoord
slecht eenmaal getoond.

Login

( demo ] ]
Wachtwoord —
3WQM- GCBeT - BPRWG - W3Dy T - PHLW3 ]

Toon QR code voor mobiele apps

Your new app password

If you're setting up an app on your phone, you can also click Show QR code for mobile
apps. The Nextcloud app on your phone can scan this QR code when logging in.
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[ X X ] @ demo.webokecloud.nlfindex.php/settings/user/security

Nieuw appwachtwoord v,

Gebruik de gegevens hieronder om je app of
apparaat te configureren. Uit
veiligheidsoverwegingen wordt dit wachtwoord
slecht eenmaal getoond.

Login
[demu

Wachtwoord

3JWQM-GCBC I - DPRWG - w30y T-PHLW3

The QR code for the Nextcloud app on your phone

Please note: You only see the app password once. Once you close the window, you can't
retrieve it again. Lost it? Revoke the old one and create a new one. Treat an app password
just as carefully as your regular password: whoever has it can access your files.

Good habits

« One app password per app per device. So a separate one for the calendar on
your iPhone and for Thunderbird on your laptop. If you lose one device, you only
need to revoke that password.

« A clear name. Mention the device, app and owner, so you'll know what it is later.

« Changing your regular password? Your app passwords will simply keep working.
If you want to block an app specifically, revoke its app password instead.

« Remove. If you no longer use an app, revoke its app password. You can read how to
do that in Viewing, revoking, or remotely wiping devices and sessions.
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3.6 Viewing, revoking, or remotely wiping devices

and sessions

Under Devices & sessions, you can see everywhere you're logged in with your account:
in browsers, in the Nextcloud apps on your computer and phone, and with app passwords.

This is also where you lock out a device, for example if your phone has been stolen.

Viewing the list

1. Click your profile picture or initials in the top right.

2. Choose Settings.

3. Click Security on the left.

4. Scroll to Devices & sessions.

eve @ demo.webokecloud nlfindex. php/settingsfuser/security

“tel voor je account wacht

Personal o

en, berichten, en meer

oZe authenticatie in volgens de FIDOZ standaard

I © Geen apparaten geconfigureerd.

& Profile & contact

@ Language & locale WebAuthn-apparaat toevoegen

| & Beveiliging
0 Meldingen
+ Weergave en toegankelijkheid

& Delen

End-to-end encryptiorn

Begin-tot-eind versleuteling

is currently disabled. You can set it up with the

Enable E2EE navigation in browser

@ Beschikbaarheid
o WebOke Import Tool
B WebOke Taken Manager

o Flow

Apparaten & sessies

& Gegevensmigratie

Web, desktop en mobiele clier

o Intros

Apparaat
Administration

o @ Agenda iPhone Anne

T Uiterlijk
@ Huidige sessie

@ handleiding

App naam

ts die momenteel zijn ingel

Laatste activiteit

enkele seconden geleden

enkele seconden geleden

1 minuut geleden

Devices & sessions: this is where you see where you're logged in

On each line, you'll see:

» Device (1): the name of an app password, an app such as the desktop app or the
Nextcloud app with the type of device, or the browser you're logged in with. This

session is the browser you're currently working in.
« Last activity: when that device last had contact with your Nextcloud.
o A three-dot button (2) showing what you can do with that device.
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Tip: A key icon means an app password. For a browser, you'll see that browser's logo.

Locking out a device

Click the three dots next to the device. You'll then see a menu with these options:

“tel voor je account wachtweoordloze a

Personal o

I © Geen apparaten geconfigureerd,

& Profile & contact

@ Language & locale WebAuthn-apparaat toevoegen

| & Beveiliging
0 Meldingen

+ Weergave en toegankelijkheid

End-to-end encryptior

2 Delen

Enable E2EE navigation in browser

@® Beschikbaarheid
o WebOke Import Tool
B WebOke Taken Manager

o Flow

Apparaten & sessies

& Gegevensmigratie

Web, desktop en mobiele clients

m Intros

Apparaat
Administration

@ Agenda iPhone Anne

< Uiterlijk

@ Huidige sessie

@ handleiding

App naam

Het menu bij een apparaat: intrekken of op afstand wissen

The menu for a device

is currently disabled. Yc

Begin-tot-eind versleuteling

can set it up with the Nextcloud clients

die momenteel zijn ing

Laatste activiteit
enkele seconden geleden

enkele ¢ Toestaan toegang bestandssysteem
& Hernoemen
1 minut @ Intrekken

@ Apparaat wissen

« Allow filesystem access: only for app passwords. If this box is ticked, the app can
also access your files. If you only use the app password for your calendar and

contacts, you can untick this box.

« Rename: give the device or app password a clearer name.

» Revoke: the device is logged out immediately and can no longer access your
Nextcloud. Files already on the device stay there. Use this for an old laptop, an app
you no longer use, or an app password you've lost.

» Wipe device: as soon as the device connects again, it's instructed to log out and
delete the Nextcloud files stored on it. Use this for a stolen or lost laptop or phone.

For Revoke and Wipe device, your Nextcloud sometimes asks for your password first, to

confirm it's really you.

Please note: Wipe device only works for the Nextcloud apps themselves (the desktop app
and the mobile app), and only once the device comes back online. It only deletes what
that app has synced, not the rest of the device. For a browser or an app using an app
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password, you revoke access instead; wiping isn't possible there. For what else to do in
case of theft, see Remotely locking down a stolen laptop.

Logging a browser out on someone else's computer

Forgot to log out on someone else's computer? Find the browser in the list by its last
activity and choose Revoke. You'll be logged out immediately.

What if | don't recognise something?

Do you see a device or browser you don't recognise, and it wasn't a housemate or
colleague using your account either? Revoke the device and change your password
straight away (Changing or forgetting your password). Also turn on an authenticator app
(Setting up an authenticator app and saving backup codes) and check the password of
your mailbox, since that's where your login codes arrive.
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3.7 Changing or forgetting your password

Changing your password
Do you still know your password and want a new one?

1. Click your profile photo or initials in the top right.
2. Choose Settings.
3. Click Security on the left.

4. At the top, next to Password, enter your current password (1).
5. Enter your new password (2). Use the eye icon to see what you're typing.
6. Click Change password (3).

Personal

& Profile & contact Wachtwoord

@ Language & |locale Huidig wachtwoord
| & Beveiliging Nieuw wachtw:
0 Meldingen

+ Weergave en toegankelijk

& Delen

@ Beschikbaarheid
1je accountte v
o WebOke Import Tool
A erbinden, zorg e T voor elke app eer
B WebOke Taken Manager dt en en te configureren voordat "tweede factor authenticatie” :
o» Flow
&« Nextcloud melding

& Gegevensmigratie

o Intros B Gebruik twee-factor authenticatie via Nextcloud meldingen

| Administration & TOTP (Authenticator app)

_ | Inschakelen TOTP

T Uiterlijk
& Back-upcode

Genereer back-upcode

Inloggen zonder wachtwoord

Stel voor je account wachtwoordloze authenticatie in volgens de FIDO2 standaard

Je wachtwoaord wijzigen bij Instellingen. Beveiliging

Changing your password under Settings, Security

What should a password look like?

» at least 10 characters;

» at least one uppercase and one lowercase letter;

» at least one number;

» at least one special character, such as ! ? # or %;

« not a commonly used password and not a password known from a data breach.
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If your new password doesn't meet these requirements, your Nextcloud will tell you what's
missing. Tip: a short sentence works well, such as Bike-to-Brighton-2026!. Long, yet easy
to remember.

After changing it, your apps with an app password, the desktop app and the mobile app
keep working as normal. Think someone else knew your password? Then also check
Devices & sessions (Viewing, revoking, or remotely wiping devices and sessions).

Forgotten password

1. On the login screen, click Forgot password? (1).

eve & demo.webokecloud.nlflogin

web:idkeé

Inloggen bij WebOké
Nextcloud

[ Gebruikersnaam of emall ﬁ

Wachtwoord @

[ Onthoud mij

= Inloggen

Inloggen met een apparaat

o ‘Wachtwoord vergeten?

L WebOké Nextcloud - Vellig samenwerken in je eigen cloud

Forgot password? appears below the login button

2. Enter your username or email address under Login or email and click Reset
password.

3. You'll receive an email with a link. Click it and choose a new password.

4. Log in with your new password and the code from your email.
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& demo.webokecloud.nlflogin

web:idkeé

Reset wachtwoord

Login of emall

Terug naar inleggen

. WeboOké Nextcloud - Veilig samenwerken in je eigen cloud

Request a recovery link

Your Nextcloud doesn't reveal whether the account exists, to avoid giving intruders any
clues. So you'll always see a confirmation, even if you made a typo.

Haven't received a recovery email?

The recovery email goes to the email address in your Nextcloud profile. First check your
junk mail folder. If your profile has no email address or an outdated one, the email won't
arrive. In that case, your package administrator can help.

Setting a new password as administrator

Are you the administrator of a Personal, Family or Max package? Then you can set a new
password for a user via My WebOké:

1. Log in to My WebOké and go to My Products.

2. Open your Nextcloud package.

3. Find the user under User management and choose Change password from the
menu next to the user.

4. Type a new password or click Generate (1) for a strong password, then click
Change password. If you type your own password, keep all the requirements above
in mind, including the uppercase and lowercase letter.

5. Pass the password on to the user in a secure way, for example verbally or in two
parts. No email is sent to the user.
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e & mijn.weboke.nl/mijnproducten?id=212051

& Wachtwoord wijzigen

Wachiwoord Genereer o

e m

Setting a new password as administrator in My WebOké

You can read all about user management in Creating, editing, disabling and deleting users.
Are you the owner yourself and can you no longer access your own Nextcloud account?
Then contact WebOké. With Nextcloud Free, always use Forgot password?.
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3.8 Multiple invalid login attempts: why you're
being slowed down and how to fix it

Your WebOké Nextcloud keeps track of how often someone logs in with the wrong
password from a particular internet address (IP address). If that happens too often, every
further attempt from that address is slowed down. This stops a hacker from trying
thousands of passwords in a row. Unfortunately, you'll also notice this if one of your own
apps keeps sending the wrong password.

How do you notice it?

» Logging in through the browser takes a long time, sometimes up to half a minute per
attempt.

* You see a message saying that multiple invalid login attempts have been detected
and that your next login will be delayed, or: The maximum number of failed login
attempts from your location has been reached. Please wait 30 seconds and try
logging in again.

« Apps on your phone or computer show errors such as 401 or 429 (Too Many
Requests), or stop synchronising.

» The problem affects everyone on the same network, for example at home or at the
office, but not when you use your phone on 4G or 5G.

Where does it come from?

Almost always, it's a device in your own home or office that keeps trying an old or
incorrect password without you noticing. For example:

» the calendar or contacts on a phone or tablet that still has your regular password
instead of an app password;

o Thunderbird or Outlook with an old app password that you've revoked;

» an old laptop or phone belonging to a housemate or colleague with an account that
no longer exists;

» a network drive, NAS, or backup program with outdated login details;

» someone who mistyped their password a few times.

How to fix it

1. Find the culprit. Go through the devices on your network and check which app
shows an error or keeps asking for a password. You'll find a step-by-step guide in IP
address throttled by an old app: which one is it?.

2. Enter the correct password in that app. Always use an app password for
calendar, contacts, and other apps (App passwords: when and how to use them). Or
remove the account from an app you no longer use.

3. Have the slowdown lifted. You can do this in two ways:
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o Ask the Al assistant in My WebOké. It checks whether your Nextcloud is really
slowing down the internet address you're currently connected from, and shows
a card with the details. Only when you click Approve and carry out is the
slowdown lifted for that one address. So do this from the network where the
problem is occurring.
o Or contact WebOké support. This isn't available with Nextcloud Free; in that
case, use the Al assistant or wait for the slowdown to ease off on its own.
4. Or wait. The slowdown eases off on its own once there have been no further
incorrect attempts for a while. As long as the faulty app keeps trying, it will keep
coming back.

Please note: Lifting the slowdown without removing the cause will only help briefly. If an
app somewhere is still using the wrong password, you'll be slowed down again before long.
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3.9 End-to-end encryption: when to use it, and
when not to

Your files are already well protected with WebOké: the connection is encrypted and so are
the disks in the data centre. Still, for really sensitive folders, you can go one step further
with end-to-end encryption. Then files are encrypted on your own device before they're
sent to your Nextcloud. Only your devices hold the key. Not even WebOké can read those
files.

When is it useful?

» For a small folder with highly sensitive material, such as scanned passports, medical
records or password lists.

« If you want to be absolutely sure that no one but you can open the files, not even
someone with access to the server.

When not to use it

End-to-end encryption has its limitations. So don't use it for your whole Nextcloud, and not
for folders where you collaborate with others.

What In an encrypted folder
Editing files in your browser with Euro-Office Not possible

Creating a public link and collaborating in the Not possible or very limited
browser

Searching content, previewing photos in the Not possible
browser
Turning on encryption Only in the desktop app or the mobile app, not

in the browser

Viewing files in the browser Only if you turn this on first, see below
Losing your recovery phrase and no device Files are permanently unreadable, even for
left with the key WebOké

How to turn it on

1. Install the Nextcloud Files desktop app (Installing Nextcloud Files on Windows or
Installing Nextcloud Files on Mac (File Provider)) or the Nextcloud app on your phone.

2. Create a new, empty folder in your Nextcloud. Only an empty folder can be
encrypted.

3. In the app, select encryption for that folder. The first time, the app generates your
keys and shows you a recovery phrase: a sequence of twelve words.
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4. Write down the recovery phrase and keep it somewhere safe, separate from your
computer. Without that phrase, you won't be able to open your files on a new device.
5. Then put your sensitive files in the folder.

If you want to use an encrypted folder on more than one device, read End-to-end
encryption on multiple devices without locking yourself out first.

What you see in the browser

Under Settings, Security, you'll find the End-to-end Encryption section. As long as you
haven't set it up in an app yet, it will say that it's turned off and that you set it up using

the Nextcloud apps. The Enable E2EE navigation in browser button (1) lets you also
open and view encrypted folders in the browser.

eoe @ demo.webokecloud.nlfindex. php/settings/user/security

berichten, en meer

Personal D nloggen zonder wachtwoord

Stel voor je account wachtwoordloze authenticatie in volgens de FIDO2 standaa

& Profile & contact

@ Language & locale

| & Beveiliging WebAuthn-apparaat toevoegen

0 Meldingen

I @ Geen apparaten geconfigureerd.

+ Weergave en toegankelijkheid

2 Delen

Begin-tot-eind versleuteling

End-to-end encryption is currently disabled. You can set it up with the Nextcloud clients

® Beschikbaarheid
© WebOke Import Tool o Enable E2EE navigation in browser
B WebOke Taken Manager

o Flow

& Gegevensmigratie

m Intros Apparaten & sessies
Web, desktop en mobiele clients die momenteel zijn ingelogd op je account
Administration

Apparaat Laatste activiteit
T Uiterlijk

@ Huidige sessie enkele seconden geleden

@ handleiding enkele seconden geleden -

App naam

End-to-end encryption under Settings, Security

Please note: Don't click Reset end-to-end encryption if you already have encrypted
folders. Doing so discards your keys, and those files can no longer be opened.
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3.10 Lost your phone or lost 2FA: here's how to
get back in

Your phone is lost, broken or stolen, and your authenticator app along with it. Or perhaps
you can no longer read your mail. Don't panic: there are several ways to get back in. Start
at the top.

1. Use a different second step

If you have more than one method enabled, your Nextcloud will ask which one you want to
use after your password. Choose a method that still works:

 The code by e-mail: read your mail on your computer or another device (The email
login code: how it works and what to do if the email doesn't arrive).

« A backup code: choose Use backup code and enter one of your ten backup
codes. Each code works once.

 Nextcloud notification: if you're still logged in on another device, approve the
login there (Approving login with a notification on another device).

2. Back in? Tidy up straight away

1. Go to Settings, Security, Devices & sessions and revoke the lost phone. If it was
stolen, also choose Wipe device for the Nextcloud app on that phone (Viewing,
revoking, or remotely wiping devices and sessions).

2. Change your password (Changing or forgetting your password).

3. Turn TOTP off and back on, and scan the new QR code with your new phone (Setting
up an authenticator app and saving backup codes).

4. Create new backup codes and store them safely. The old ones will stop working.

5. Create new app passwords for the calendar and contacts on your new phone (App
passwords: when and how to use them).

3. Still can't get in?

» You can no longer access your mailbox and have no other method: ask the
administrator of your Nextcloud package to change your e-mail address to one you
can read. The code will then arrive there.

« Your authenticator app and backup codes are both gone: contact WebOké
support. We'll first check that you're really the owner of the account, or that the
administrator of the package is making the request. After that, we'll reset the second
step for you. Please note that, for your security, this doesn't happen immediately.
With Nextcloud Free there's no personal support. There, the code by e-mail is your
permanent way back in, so make sure you can always read your mailbox.

Tip: Prevention is easier. Keep your backup codes on paper or in a password manager, and
make sure you always have at least two methods you can use.
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Working with files in the
browser
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a.1 The Files app: overview and views

The Files app holds all your folders and documents. Open it using the folder icon in the
bar at the top, or via the menu with the nine dots in the top left. Everything you see here
is stored securely in your WebOké Nextcloud and is also accessible from your computer

and phone.

[ L X & demo.webokecloud.nlfapps/files/filestdir=/Werkmap Anne
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& Persoonlijke bestanden Aanlevering klant

S hasent Facturen

v Favorieten
Foto's
+& Shares

Kianten
@& Teammappen

9 Markering NGHIISA

G Exteme opslag Begroting 2027 xisx

{2 Maphoom Jaarversiag 2026.pdf

Offerte bakkerij.docx

o
O
O
O
O
=
O
[
O
O
O

Planning open dag.md

4 bestanden - 5 mappen

@ Verwijderde bestanden

® 58MBvan1T8 genruino

# Instellingen voor bestanden

[ Alle bestander

>

1, berichten, en meer

Werkmap Anne v

The Files app: navigation on the left, folder contents on the right

The parts of the screen

0 Type

() Aangepast

Gedeeld

Gedeeld

L=}

&

2

2

Gedeeld a2

&, Mensen 88

Aange... o

46 minuten ... §
53 minuten ...

53 minuten ...

53 minuten ...

53 minuten ...

53 minuten ...

53 minuten

53 minuten ...

49 minuten ...

« New (1): upload files or folders and create new folders, documents or a file request.
See Uploading and downloading, including large files, whole folders and zip and
Creating, moving, copying and renaming folders.

« Navigation (2): All files, Personal files, Recent, Favourites, Shares, Team
folders, Tags, External storage and the Folder tree. Above that is the Search

here field.

» Breadcrumb (3): where you currently are. Click All files or a folder in the path to go

back.

» Filters (4): show only a certain Type (for example pdf or images), files Modified

within a certain period, with a certain Tag, or from certain People.

» View (5): switch between list and grid.
« Storage (6): how much space you're using. See Viewing your storage: what counts

and what doesn't.
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At the bottom left you'll also find Deleted files (your bin, see Recovering a deleted file
from Deleted files) and Files settings.

List or grid

In the list view, you see the Name, Size and when a file was last Modified. Click a column
heading to sort by it; click again to reverse the order.

The grid view shows large previews. This is handy in a folder with photos. Use the same
button at the top right (1) to go back to the list. Nextcloud remembers your choice.

wer a
HH s Q, estanden, ber n meer
Zoek hier x| Q | ) [ Alle bestanden > Werkmap Anne >  Foto's v

| B3 Alle bestanden 0O Naam

& Persoonlijke bestanden
£ Recent

¥r Favorieten

+& Shares

& Teammappen

3 Markering Brood.jpg

42 minuten geleden

L2 Exteme opslag

5 bestanden

12 Mapboom

[ Verwijderde bestanden

® 5,8 MB van 1 TB gebruikt

£ Instellingen voor bestanden

The grid view in a folder with photos

The details sidebar

High tea.jpg

42 minuten geleden

Tent.jpg

42 minuten geleden  +

[ Type {3 Asngepast © Markering 2, Mensen I=

Gro... Aange... o

Terras.jpg Toonbank.jpg

42 minuten geleden 42 minuten geleden  +

756 KB

Right-click a file (or the three dots in the row) and choose Details. The sidebar opens on
the right with a preview, the size, the date and the owner. Below that are tabs:
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The sidebar of a file
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Planning open dag

Taken

Planning open dag.md
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Delen Chat Activitelt

Intern delen (O

2

Versies

[ Type namen of teams

° Anderen met toegang
Interne link
@ \ onen die al toegang

Extern delen (0

| Type een e-mail of gefedereerde clo.

e Creéer openbare link

Aanvullende shares (0)

» Share (1): share the file with others or via a link. See Sharing with a user from your
own Nextcloud and Creating a public link: viewing, editing, password, expiration date
and download limit.

o Chat (2): discuss this file. See Chat and activity for a file.

» Activity (3): who did what with the file.

« Versions (4): restore earlier versions. See Restoring an older version and naming

versions.

Click the cross (5) to close the sidebar again.

Files settings

Via Files settings at the bottom left, you decide, among other things, whether folders
appear above files, whether favourites come first, whether hidden files are visible, and
whether you get a warning before deleting a file. In the same place, under WebDAV, you'll
find the address for connecting your Nextcloud as a network drive.

Tip: Office documents (Word, Excel and PowerPoint) and pdf files open in Euro-Office. You
can find out how to work with them in the Euro-Office manual.
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4.2 Uploading and downloading, including large
files, whole folders and zip

You put files into your WebOké Nextcloud by uploading them. You can do this with the New
button or by dragging them from your computer into the browser window.

Uploading files or a folder with New

1. In Files, go to the folder where the files should go.

2. Click New.

3. Choose Upload files (1) to select one or more individual files, or Upload folders (2)
to upload a whole folder with everything in it.
4. Choose the files or the folder on your computer and click Open or Upload (the name
of the button depends on your computer and browser).

eve & demo.webokecloud.nlfapps/files/filestdir=/Werkmap Anne
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& Persoonlijke bestanden oL Upload bestanden
£ Recent am Mappen uploaden

+r Favorieten Nieuw aanmaker

+2 Shares 2 Nieuwe map

[@ Maak bestandsaanvraag
@ Teammappen

B Nieuw Document
2% Markering
¢ Nieuwe presentatie

Externe opslag
- ¥ Nieuwe spreadsheat

e Mapioor B Tekstdocument

B Nieuw PDF-formulier

+ Nieuwe sjablonenmap

= Mapomschrijving toevoegen

@ Verwijderde bestanden
® 5,8 MB van 1 TB gebruikt

£ Instellingen voor bastanden
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At the bottom of the screen you'll see a progress bar. You can carry on working in

Nextcloud in the meantime, but don't close the tab before the upload is finished.

Drag and drop

Even faster: drag files or folders from Explorer (Windows) or Finder (Mac) into the list of
files in your browser. If you drop them onto a folder in the list, they'll end up in that folder.
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Large files

Your WebOké Nextcloud uploads large files in chunks. So a video of several gigabytes can
simply be uploaded via the browser. Keep in mind that the upload will take as long as your
internet connection allows. If you want to transfer a lot of files or very large files, or if your
connection is unstable, use the Nextcloud Files desktop app (Why the desktop app?
Browser, app or network drive). This automatically resumes after an interruption.

Please note: is there already a file with the same name in the folder? Then Nextcloud will
ask what you want to do: replace the existing file, skip the new one, or keep both. If you
replace it, the old version is kept under Versions (see Restoring an older version and
naming versions).

Downloading

» One file: right-click the file (or the three dots) and choose Download.

« A whole folder: choose Download for the folder too. You'll then get a single zip file
containing the entire folder.

» Several files at once: tick the files using the checkboxes on the left of the list. At
the top you'll see how many you've selected, with buttons such as Add to
favourites, Manage tags and Move or copy. Click the three dots (1) and choose
Download (2): you'll get everything together as a zip file. The same menu also has
Delete files.
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Downloading several files at once
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Tip: on Windows, you extract a zip file by right-clicking it and choosing Extract All; on
Mac, you simply double-click it.
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4.3 Creating, moving, copying and renaming
folders

With a good folder structure you can find everything quickly, and share a whole folder in
one go. You manage it all from the menu next to a file or folder.

Creating a new folder

1. Go to the folder where the new folder should be created.

2. Click New and choose New folder.

3. In the Create new folder window, type a name next to Folder name (1) and click
Create (2).

[ E X ] & demo.webokecloud.nlfapps/files/filestdir=/Werkmap Anne

Nieuwe map aanmaken x

o [or?ertes 2027

Creating a new folder

The menu next to a file or folder

Right-click a file or folder, or click the three dots in the row. You'll then see all the available
actions:
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The menu next to a file

« Rename (1): the name becomes editable. Type the new name and press Enter.
Faster: select the file and press F2.

« Move or copy (2): move the file to another folder or make a copy of it.

 Download (3): save the file to your computer.

» Delete file (4): the file goes to Deleted files. You can restore it from there, see
Recovering a deleted file from Deleted files.

The same menu also has Add to favourites, Details (the sidebar), Manage tags (see
Searching, favourites, recent and tags), View and Open locally (opens the file in the
program on your computer, if you have the desktop app). For Office documents, you'll also
see Download as, to save the file in a different format, for example as a PDF.

Moving or copying

1. Choose Move or copy.

2. In the Choose destination window, click the folder you want the file to go to. The
chosen folder then appears at the top of the path (1). You can also use the path to go
back to a higher folder.

3. Click Copy to (2) to make a copy, or Move to (3) to move the file. The name of the
chosen folder appears after the button.
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[ Z X ] & demo.webokecloud.nlfapps/files/?dir=/Werkmap Anne
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Naam - o Grootte Aangepast

Klantenoverzicht.xlsx 7KB 58 minuten geled...

+ Favorieten

|2 Kopieer naar Klanten [3 Verplaats naar Klanten

Choose the destination folder

Tip: you can also move files by dragging them. Drag a file in the list to a folder, or to a
folder in the breadcrumb path at the top. Want to move several files at once? Tick them
and choose the action at the top of the list.

Please note: if you move a file to a shared folder, the people that folder is shared with
will also get access to it. If you move it out of a shared folder, they'll lose access.
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a.4 View files: photos, PDF, video and text in the
browser

You can open most files in your browser simply by clicking on them. So there's no need to
download them first.

Photos and videos

Click on a photo and it opens full-size on your screen. Use the arrow on the right (1) or the
arrow keys on your keyboard to browse to the next photo in the folder. Videos play the
same way, with the familiar controls for play, volume and full screen.

Viewing a photo in your WebOké Nextcloud

» Use the play button to the left of it to start a slideshow of all the photos in the folder.

» Use the pencil (2) to edit a photo: crop, rotate, brightness and filters. You can save
the result as a copy, so the original stays untouched.

» Under the three dots (3) you'll find options such as download and details.

o Use the cross (4) or the Esc key to go back to the folder.

To view and organise all your photos at once, use the Photos and Memories apps (Photos
or Memories: which app for what?).
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PDF files

A PDF opens in Euro-Office's PDF view. You can read, search and print it, and if you have an
Office licence, you can also add annotations and fill in forms. You can find out how this
works in the Euro-Office manual.

e e & demo.webokecloud nlfapps/files/7dir=/Werkmap Anne&editing=false&openfile=true
Jaarversiag 2026.pdf
B Bestand Start Opmerking Samenwerking Beeld Jaarverslag 2026.pdf [E] opmerkingen plaatsen ~
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Bedrijf
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Aantal gebruikers |

Gewenst pakks! [Nextcloud Max

l:l Ja, ik wil Euro-Office (Office Suite-licentie)

Een pdf opent in de pdf-weergave van Eure-Offic

A PDF in the browser

Text files

Text files (.txt) and markdown files (.md) open in the Text app. You can edit them directly
there; see Creating notes and text files with Text.

Office documents

Word, Excel and PowerPoint files (and the LibreOffice equivalents) open in Euro-Office. See
the Euro-Office manual.

Files that don't open in the browser

For other types of files, such as a zip file or a program, Nextcloud chooses to download
them. You then open them on your own computer.
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4.5 Creating notes and text files with Text

For short texts, minutes, lists and plans, you don't need a word processor. The Text app is
included in every WebOké Nextcloud package and saves your text as a markdown file
(.md). That's plain text with a bit of formatting, which you can open anywhere.

Creating a new text file

1. Go to the folder where the file should be created.
2. Click New and choose Text document.
3. Type a name and confirm. The file opens straight away.

Working in Text

eee & demo.webokecloud nlfapps/files/7dir=/Werkmap Anne&editing=false&openfile=true
Planning open dag.md
* --marg;f nNne\ede @ -
Planning open dag

Versie ':o o o

Taken

Datum vastlegaen: zaterdag 14 november

Uitnodiging naa
Koffie en taart regelen

(_) Foto's maken voor de website

Wie doet wat
rak

Ontvangst

Rondleiding

Opruimen

A markdown file in the Text app

« With the Headings button (1), you turn a line into a heading.

« With Lists (2), you create a bulleted list, a numbered list or a checklist with ticks.

« With Table (3), you insert a table.

» If someone else is working in the same file at the same time, you'll see that person
among the active users (4) and see their changes appear straight away.

« With the cross (5), you close the file.
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There's no need to save: Text saves your changes automatically. Every saved state is
added to the file's version history, so you can always go back (see Restoring an older
version and naming versions).

Keyboard shortcuts and quick formatting

e Ctrl + B for bold, Ctrl + I for italic (on Mac, Cmd).

« Type # at the start of a line for a heading, - for a bulleted list and 1. for a numbered
list.
o Type / on an empty line for a menu with everything you can insert.

Folder description

Via New and Add folder description, you add a short text to the top of a folder, for
example what belongs in it or who manages it. Everyone you share the folder with also
sees that text.

Office documents

Via New, you can also create a New document, a New spreadsheet, a New
presentation or a New PDF form. These open in Euro-Office and require an Office
licence. You'll find everything about that in the Euro-Office manual.

Tip: for standalone notes that you'd also like on your phone, there's the Notes app
(Creating notes and using them on your phone). It saves your notes as files in your
Nextcloud too.
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4.6 Searching, favourites, recent and tags

The more files you have, the more important it is to find them quickly. Your WebOké
Nextcloud has four tools for this.

Search here: filtering within the folder

Type part of the name into the Search here field at the top left (1). The list immediately
shows only the files in the current folder that match. Click Search everywhere (2) to
search across all your folders. Click the cross to clear the field again.

eee @ demo.webokecloud.nl/apps/Miles/files?dir=/Werkmap Anne
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@ Verwijderde bestanden
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£ Instellingen voor bastanden

Filtering with Search here

The search bar at the top: searching everywhere

Click the search bar at the top of the screen, or press Ctrl + K, and type a search term
(1). Nextcloud then searches all your files and also the other apps, such as your calendar,
contacts and notes. Click a result to open it.
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[ E X ] & demo.webokecloud.nl/apps/files/files?dir=/Werkmap Anne
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Notulen
in Werkmap Anne

Searching all your files and apps

Favourites

Mark files and folders you use often as favourites. Right-click the file and choose Add to
favourites (1). A star appears next to it. In the same menu, you'll also see Edit in
Nextcloud Office: this button opens the file in Euro-Office.
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Click Favourites (1) on the left to see all your favourites together, wherever they are.
Favourite folders also appear in the navigation, so you can reach them in one click. Want
to remove one from your favourites? Choose Remove from favourites in the menu.
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Under Recent, you'll find the files that were most recently changed, by you or by someone
you share them with. Handy if you can't remember where you saved that document from

yesterday.

Tags

Tags let you label files regardless of which folder they're in. For example "Tax office" or

"Ready for review".

1. Right-click the file and choose Manage tags (2 in the image above).
2. Type a name into the Search or create tag field. Choose an existing tag or create a

new one.
3. Click Apply.
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[ X X ] @ demo.webokecloud.nljapps/files/?dir=/Werkmap Anne
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| @ Choose tags for the selected files

Annuleren Pas toe

Choosing tags for a file

Click Tags on the left to see all your tags and, for each tag, all the files that belong to it.
Use the Tags filter above the list to show only files with a particular tag in a folder.

Tip: tags you create are visible to everyone in your Nextcloud. So use names that are
clear to your colleagues or family members too.
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4.7 Chat and activity for a file

Nextcloud keeps track of what happens to every file. And you can discuss it with others,
without separate emails.

Activity: who did what?

1. Right-click the file and choose Details.
2. Open the Activity tab in the sidebar (1).
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Activity for a file

You see when the file was created, changed, renamed or shared, and by whom. This way,
you can tell, for example, whether your colleague has already saved the new version. At
the top of the tab, you can also leave a short comment on the file under New comment.

Want to see the activity of all your files and apps together? Open the Activity app in the
top bar. There, you can filter on the left by, for example, files, sharing or calendar.

Chat: discuss a file

In the Chat tab (1), you talk to everyone who has access to the file. If you haven't shared
the file with anyone yet, you'll see Discuss this file. In that case, first click Share this
file (2) and share it with someone (see Sharing with a user from your own Nextcloud).
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Then type your message at the bottom and send it. Use @ and a hame to mention
someone, and they'll receive a notification.
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g.md
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Delen Chat Activiteit Versies

Bespreek dit bestand

Deel dit bestand om met anderen te bespreken

o Deel dit bestand

Available in packages with Office. Chat for a file works through Talk, and Talk is
included in packages with at least one Office licence. Read more about Talk in What is Talk

and who has it?.

Tip: the chat belongs to the file. If you share the file with someone, that person can also
read the conversation and join in.
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4.8 File names that cause problems

Your WebOké Nextcloud accepts almost any file name. But Windows, and sometimes the
Mac too, is stricter. A name that works fine in the browser can therefore cause the desktop
app to stumble. The tips below help you avoid that.

Characters best avoided

What Example Problem

The characters\/:*?" < Quote: client?.docx Windows cannot save these files; the

> | desktop app skips them.

A space or full stop at the "Minutes ." Windows removes it, so the name no

end longer matches the server.

Reserved names CON, PRN, AUX, NUL, Windows uses these names itself.
COM1, LPT1

Very long paths folder in folder in folder Windows programs sometimes struggle
with long names with paths longer than 260 characters.

Two names that only Invoice.pdf and Windows and Mac see this as the same

differ in capitalisation invoice.pdf file.

How to fix it

1. Does the desktop app report an error for a file? Click the cloud icon and check which
file it is (The cloud icon: reading status, activity and errors).

2. Find the file in your browser, for example using Search here (see Searching,
favourites, recent and tags).

3. Choose Rename and give it a name without the characters from the table. Use a
hyphen or underscore instead of a colon or slash.

4. The desktop app picks up the new name automatically and continues syncing.

Files the desktop app deliberately skips

Some files are temporary and don't belong in your Nextcloud. The desktop app skips these
by default, for example files starting with ~$ or .~lock (temporary files from Office and
LibreOffice) and system files such as desktop.ini and Thumbs.db. That's not an error.

Tip: keep names short and clear, for example 2026-10 Quote Bakery.docx. Putting the
date first also keeps your files sorted automatically.

Need to clean up a whole folder full of incorrect names? Read Cleaning up files with
forbidden characters so Windows syncs again.

Nextcloud manual - www.weboke.nl 93 /440



WebOké

Sharing and collaborating
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5.1 Sharing with a user from your own Nextcloud

Do you work with several people in the same Nextcloud package, for example with
colleagues (Max) or family members (Family)? Then you can share a file or folder directly
with them. They'll see it in their own Files and won't need to open a link.

How to share

1. Right-click the file or folder, choose Details and open the Share tab. Quicker: click

the person icon with the plus sign in the row.

2. Under Internal shares, type part of the person's name (1).
3. Click the correct person in the list (2).

eoe & demo.webokecloud. nlfapps/files/7dir=/werkmap Annesopendetails=true
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Naam =
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@ Verwijderde bestanden
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# Instellingen voor bestanden

Search for the person you want to share with

4. Choose what the other person is allowed to do: View only, Allow editing (1) or
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26 minuten ...
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Extern delen ()

| Type een e-mail of gefedereerde clo.

e Creéer openbare link

Aanvullende shares (0)

Custom permissions. Under Advanced settings (2) you can set, among other

things, an expiry date and a note for the recipient.

5. Click Save share (3).

Nextcloud manual - www.weboke.nl

95 /440



WebOké
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Annuleren

WebOké Nextclou

The person now appears in the list under Internal shares (1). They'll get a notification in
Nextcloud and will find the file or folder in Files and under Shares, see Shared with you:
overview, declining and re-sharing.
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De map is gedeeld met Lisa: je ziet haar in de lijst onder Intern delen

The share appears in the list

What can the other person do?

Permission What the other person can do

View only Open, read and download. Can't change anything.

Allow editing (in the list: Can Also make changes, and for a folder, also add, rename and
edit) delete files.

Custom permissions

Choose for each item yourself: read, create, edit, share and
delete.

You can always change the permissions later: in the list, click the permissions under the
person's hame (for example Can edit) and choose something else.
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Click the three dots next to the person in the list. You'll then see the details of the share.
Use Delete share to remove it. The other person loses access immediately. Your own file

remains in place.

Tip: can't find someone? Type the full username or the full email address. Someone who's
been disabled won't appear. You'll only see the users from your own package. In Nextcloud

Free, you don't share with other users directly but via a link, see Creating a public link:

viewing, editing, password, expiration date and download limit.

Want to share a folder with a whole group of people at once? Use a team, see Creating
teams and sharing a folder with your whole team.
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5.2 Creating a public link: viewing, editing,
password, expiration date and download limit

With a public link, you share a file or folder with anyone, even people without Nextcloud.
Whoever has the link can open it in their browser. You decide whether the other person
can only view it or also edit it, and you can set a password and an expiration date.

Creating a link

1. Right-click the file or folder, choose Details and open the Share tab.

2. Under External shares, click the plus icon next to Create public link.

3. The link is created and appears as Share link in the list. Use the copy button (1) to
copy it to your clipboard, then paste it into an email, WhatsApp message or chat. The
three dots (2) open the link's menu.
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Below the link's name, you'll see what the recipient is allowed to do, for example View
only. Click it to quickly change this. In the menu with the three dots, you'll find:
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The link's menu

1. Customise link: all the link's settings, see below.

2. Generate QR code: a QR code for the link, handy on a poster or flyer.
3. Add another link: a second link with different settings.

4. Unshare: revoke the link.

Choose Customise link for the settings:
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The link's settings

At the top, you choose what the recipient can do: View only, Allow editing or Custom
permissions. For a link to a folder, you can also allow the other person to only drop off
files, see Having files sent to you: file drop and file request. Then expand Advanced
settings:
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De geavanceerde instellingen van de link

The link's advanced settings

Share label: a name for the link, handy if you have multiple links.

Set password (1): put a password on the link. Send the password through a
different channel than the link itself, for example the link by email and the password
by text message.

Set expiration date (2): after this date, the link stops working.

Hide download (3): the recipient can view the file but won't see a download button.
This doesn't really stop anything though, a screenshot is always possible.

Note for recipient (4): a short explanation that the recipient sees alongside the
link.

Limit downloads (5): the link stops working after the file has been downloaded a
set number of times.

Click Update share (6) to save your changes. Use Delete share to revoke the link.

What does the recipient see?

The recipient opens the link in their browser. A PDF or photo opens straight away in the
browser; for a folder, they see the files in your WebOké Nextcloud's branding. Depending
on the permissions, they can view, download or edit. They don't need an account.
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[ ] a8 demo.webokecloud.nlfs/xtGGSexznD3tPp)Tdir=/&editing=false&openfile=true

— | + Automatisch zoomen v

Aanmeldformulier WebOké Cloud

Bedrijf

E-mailadres

Telefoon |

Aantal gebruikers |

Gewenst pakket |Nextcloud Max

I:] Ja, ik wil Euro-Office (Office Suite-licentie)

Zo Ziet de ontvanger een openbare link naar een pdf webOké Nextcloud

This is how the recipient sees the link

Multiple links and revoking links

You can create multiple links for the same file, for example a separate link per customer,
each with its own password or expiration date. To revoke a link, use Unshare in the link's
menu. The link then stops working immediately.

Please note: a link without a password works for anyone who has it, even if it gets
forwarded. If you're sharing sensitive files, always use a password and an expiration date.

To see all the links you've created, go to Files under Shares, see Shared with you:
overview, declining and re-sharing.
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5.3 Having files sent to you: file drop and file

request

Do you want a customer, supplier or family member to drop files for you, without them
seeing the rest of your files? Then use a file request or a link with File drop. The other
person can then only upload.

Creating a file request

1. In Files, go to the place where the request should be created.

2. Click New and choose Create file request.
3. Under Request subject, fill in what you're asking for, choose the folder where the
files will end up under Upload destination, and write what you need under Note

for recipient.

ese & demo.webokecloud.nljapps/files/filestdir=/Werkmap Anne

Step 1: the folder and a note

Maak een bestandsaanvraag

Verzamel bestanden van anderen, ook al hebben ze geen account. Om
@ zeker te zijn dat je bestanden kan ontvangen, controleer of je genoeg
opslagruimte beschikbaar hebt.

Wat is je aanvraag?
Onderwerp aanvraag
Foto's voor de open dag

Waar moeten deze bestanden naartoe?
uploadbastemming

m Werkmap Anne

De geiiploade bestanden zijn alleen voor jou zichtbaar, tenzij je
ervoor kiest ze te delen

Voeg een notitie toe
Notitie voor
£et hier je toto’s van vorig jaar neer. Graag voor 1 november]

. Je kan links, datums of andere informatie toevoegen, die de
~ ontvanger helpt te begrijpen wat je aanvraag behelst

Annuleren - Doorgaan

4. Click Continue. Tick Set a submission expiration date for an end date and, for
sensitive documents, Set password. Nextcloud can also come up with a strong

password for you.

5. Click Continue. The request has now been created. Copy the Share link using the
button on the right of the field and send it to the other person yourself. Close the

window with Close.
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Step 3: copying the link

Nextcloud manual - www.weboke.nl
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Please note: under Send link via email, you can also fill in email addresses. Nextcloud
will then send the link by email itself. If you want to be sure the email arrives properly and
is recognisable as coming from you, it's better to copy the link and send it yourself.

Or: sharing a folder with File drop only

You can also create a public link on a folder (see Creating a public link: viewing, editing,
password, expiration date and download limit) and choose File drop under the
permissions. The result is the same: whoever opens the link can only drop files.

What does the uploader see?

The other person opens the link in their browser. They see your note and the Uploading
button, or they can drag their files into the window. They can't see what's already in the
folder, nor what other people have uploaded.

ese & demo.webokecloud nlfindex. php/s/pTEbwmeHnKQLILA

wobcds . Aanlevering klant oo Directe link o

Bestandsopslag ~ 0 Type [ Aangepast € Markering 88

Bestandsopslag
Zet hier je foto's en documenten voor de open dag neer

+ Uploaden

WebOké Nextcloud - Veilig samenwerken in je eigen cloud

This is how the other person sees your file request

The files appear in your chosen folder. In Activity, you can see what was uploaded and
when, see Chat and activity for a file.

Tip: stop the request once you have everything (in the Share tab of the folder, with
Unshare in the link's menu), or let it expire automatically with an end date. Have a client
submit files with a password-protected file request with an expiry date has a worked
example for customers.
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Please note: what others upload counts towards your storage. See Anyone using shared
files uses your storage.
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5.4 Sharing by email with someone without an

account

Doesn't the other person have an account in your Nextcloud? Then you can share a file or
folder directly with their email address. Nextcloud will then send them an email with a

personal link.

How it works

1. Open the Share tab for the file or folder.

2. Under External shares, type the other person's email address (1).
3. Choose the email address from the list that appears.

4. Set the permissions, just as with a public link, and save the share.
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The recipient receives an email with the link. Each recipient has their own link, so you can

revoke access per person.

Email share or public link?

Sharing by email Public link
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Who sends the link? Nextcloud, by You, copy and send it yourself
email
Revoke per person Yes Only if you create a separate link for each
person
Password and expiry Yes Yes
date

Please note: doesn't the email arrive? Ask the recipient to check their junk mail folder. If
that doesn't help, create a public link and send it yourself, see Creating a public link:
viewing, editing, password, expiration date and download limit.

Tip: does the other person also use Nextcloud, whether with WebOké or elsewhere? Then
you can share using their Federated Cloud ID, so the file appears directly in their own
Nextcloud. See Sharing with someone on another Nextcloud (federated sharing).

Nextcloud manual - www.weboke.nl 109/ 440



WebOké

5.5 Creating teams and sharing a folder with your
whole team

Do you often share with the same group of people, such as your department, your club's
committee or your family? Then create a team. You can then share a folder with the whole
team in one go, and anyone who joins the team later automatically gets access to it.

Creating a team

1. Open the Teams app via the menu with the nine dots in the top left.

2. Click Create a new team.

3. Enter a name under Team name, for example "Committee", and click Next. Under
Advanced, you'll find extra settings for the team.

4. Add members: type their name and select them from the list.

ese & demo.webokecloud.nlfapps/circles/teams/

My teams

and everything shared with them across Nextcloud

+ Nieuw team

Nog geen teams

Stel je eerste team samen om aan de slag te gaan met samenwerken.

Stel je eerste team samen

The Teams app
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& demo.webokecloud.nl/apps/circles/teams/

Nieuw team aanmaken

Geef je team een naam

(_buv. Ontwerp

> Geavanceerd

Annuleren

Creating a new team

Sharing a folder with the team

1. Open the Share tab for the folder.

2. Under Internal shares, type the team's name and select the team from the list.

3. Choose the permissions and save the share, just as you would for a person (see
Sharing with a user from your own Nextcloud).

Everyone in the team now sees the folder in their Files. If you add someone to the team
later, they'll also get access. If you remove someone from the team, they'll lose access.

Please note: a shared folder remains the property of the person who created it. If that
person leaves and their account is deleted, the folder will also disappear for the rest of the
team. Want a folder that belongs to the team itself? Then read Team folders: a shared
folder that belongs to the team.

Tip: you don't just use a team for Files. You can also share a calendar, a Deck board or a
conversation in Talk with a team.
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5.6 Team folders: a shared folder that belongs to

the team

An ordinary shared folder belongs to one person. A team folder doesn't belong to anyone
in particular: it belongs to the team. This is ideal for a club, a business or a family, where

people come and go but the files need to stay.

Where do you find Team folders?

In Files, click Team folders on the left (1). This shows all the team folders you have
access to. They also simply appear among your other folders under All files.

ese @ demo.webokecloud nljapps/files/groupfolders

en, berichten, en meer

Zoek hier Teammappen v

3 Alle bestanden

& Persoonlijke bestanden

£ Recent

¥r Favorieten

+2, Shares -
| @ Teammappen o
% Markering

G Exteme opslag

12 Mapboom

Nog geen teammappen

Teammappen worden hier getoond

[ Verwijderde bestanden

® 5,8 MB van 1 TB gebruikt

£ Instellingen voor bestanden

Team folders in the Files app

Shared folder or team folder?

Shared folder

Who owns it? The person who created it

Someone If they're the owner, the folder must first be
leaves transferred
Storage Counts towards the owner
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Who creates Any user WebOké, at your request
it?

Requesting a team folder

WebOké creates a team folder for you; you can't do this yourself. Would you like one?
Create a ticket in My WebOké and let us know what name the folder should have and
which team or people should have access. First create the team in the Teams app (see
Creating teams and sharing a folder with your whole team), so the team folder can be
linked to that team straight away. Team folders are available in Personal, Family and Max,
but not in Nextcloud Free.

Tip: want to get started right away? Create an ordinary folder and share it with the team.
Once the team folder is ready, move the files there. A club or family folder that doesn't
disappear when someone leaves explains how to do this.
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5.7 Sharing with someone on another Nextcloud
(federated sharing)

Does the other person also use Nextcloud, with WebOké or with another provider? Then
you can share directly from Nextcloud to Nextcloud. This is called federated sharing. The
file then appears in the other person's own Nextcloud, as if it's stored there.

Your own address: the Federated Cloud ID

Every Nextcloud user has a Federated Cloud ID. It looks like an email address: your
username, an at sign, and the address of your Nextcloud. You'll find it via your profile
picture in the top right, Settings and then Sharing, under Your Federated Cloud ID (1).
Use the copy button next to it to copy it to your clipboard.

ese @ demo.webokecloud.nlfsettings/user/sharing

Personal

& Profile & contact
@ Language & locale

& Beveiliging

Jouw Federated Cloud-IC
o demo@demo.webokecloud.nl D

0 Meldingen
Deel hat, zodat anderen bestanden met jou kunnen delen:
+ Weergave en toegankelijkheid

| 2 Delen W Bluesky {3 Facebook @ Mastodon @ Toevoegen aan je website

@ Beschikbaarheid

o WebOke Import Tool

Bestanden
B WebOke Taken Manager

Overdragen eigendom bestand of map
o Flow
Bestand of map om over te dragen

. J
&, Gegevensmigratie Geen bestand of map geselecteerd

Intros i
= Nieuwe eigenaar

Administration

T Uiterlijk

Your own Federated Cloud ID

Sharing with another Nextcloud

1. Ask the other person for their Federated Cloud ID.

2. Open the Share tab for the file or folder.

3. Under External shares, type the other person's Federated Cloud ID (1). Two options
appear in the list: the address with an envelope icon is for sharing via email (see
Sharing by email with someone without an account). For federated sharing, choose

Nextcloud manual - www.weboke.nl 114 /440



WebOké

the line with the name and below it "at" and the address of the other Nextcloud, for
example jan, at cloud.voorbeeld.nl.

4. Choose the permissions and save the share.

eoe & demo.webokecloud.nlfapps/files/7dir=/Werkmap Anne&opendetalls=true

P =
HH a ek o
Zoek hier ® e ] 3 Alle bestanden »

| £ Alle bestanden 0 Naam

& Persoonlijke bestanden Aanlevering klant

AL Facturen

+r Favorieten
Foto's
+& Shares
Klanten
B Teammappen

I
£ Markering Notalan

L Exteme opslag Begroting 2027 .xlsx

12 Mapboom Jaarverslag 2026.pdf
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@ Verwijderde bestanden

® 5,8 MB van 1 TB gebruikt

# Instellingen voor bestanden

Sharing with another Nextcloud
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Gedeeld es
&
2
-
Gedeeld +8
2
Gedeeld e
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= 8
Aange...
53 minuten ...
1 uur geleden
1 uur geleden
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1 uur geleden
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1 uur geleden

57 minuten ...

Offerte bakkerij.docx

35 KB * 1 uur geleden + Anne de Groot

< Q 4

Delen Chat Activiteit

Intern delen (@O

Lo}

Versies

Jan@cloud.voorbeeld.nl
jan@cloud.voorbeeld.nl

jan

op cloud.voorbeeld.n

Delen met een Deck kaart

ot jan@cloud.voorbeeld.ni

e Creéer openbare link

Aanvullende shares (O

The other person receives a notification in their Nextcloud and must accept the share first.
After that, the file or folder appears in their Files.

Someone shares with you

If someone from another Nextcloud shares something with you, you'll receive a notification
(the bell icon in the top right). Click Accept and the share appears in your Files and under

Shares.

Tip: this also works between two WebOké Nextclouds, for example between your

company's package and your own Personal package.
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5.8 Shared with you: overview, declining and re-

sharing

Everything others share with you, and everything you share, can be found under Shares

in the Files app.

The Shares overview

In Files, click the arrow next to Shares on the left. You'll see the following, among other

things:

« Shared with you: everything others have shared with you.

« Shared with others: what you share with people or teams.

« Shared by link: all your public links.

» File requests: your file requests (see Having files sent to you: file drop and file

request).

» Deleted shares: shares you've removed and can still restore.
 Pending shares: shares you still need to accept, for example from someone on
another Nextcloud.

[ L X @ demo.webokecloud.nlfapps/files/sharingin

Enp_k hiP._r
[ Alle bestanden
& Persoonlijke bestanden

£ Reeent

¥r Favorieten

f +& Shares

[@ Bestandsaanvragen

&p Deellinks in behandeling
28 Gedeeld met anderen
e Gedeeld via een link

| & Met je gedeeld
B Verwijderde shares

Teammappen

| T Markering
LD Externe opslag

12 Mapboom

@ Verwijderde bestanden

(B 62,6 MB gebruikt

# Instellingen voor bestanden

a 0o

nden, berichten, en meer
Met je gedeeld v [ Type () Aangepast € Markering &\ Mensen 3§
O Naam Gro... Aange...
O Ex Notulen Gedeeld Al <1KB 47 minuten .. §
42 minuten ...

O B Planning nieuwe website md Gedeeld AD o <1KB

<1KB

What others share with you

Here you see Lisa's screen, with whom Anne has shared the Minutes folder. The folder (2)
appears under Shared with you (1) for Lisa. It also simply appears among her own
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folders under All files.

Declining or removing a share

Don't want to see a shared file or folder any more? Right-click it and choose Leave this
share. This only removes the share for yourself. The original stays with the owner.
Changed your mind? Restore it under Deleted shares.

Zoek hier Q [ m] Met je gedeeld

Naam

3 Alle bestanden O

& Persoonlijke bestanden O e’ Notulen

S Aecsot [0 B Panning nieuwe website. md

¥r Favorieten e
+& Shares B
[ Bestandsaanvragen

&p Deellinks in behandeling

22, Gedeeld met anderen

co Gedeeld via een link

| & Met je gadeeld

W Verwijderde shares
Teammappen
£ Markering
L Externe opslag

12 Mapboom

[ Verwijderde bestanden
(B 62,6 MB gebruikt

# Instellingen voor bestanden

The menu for a shared folder

Re-sharing

1, berichten, en meer

O Type [ Aangepast > Markering

Gro...

Gedeeld Al <1KB

{r Aan favorieten toevoegen

(@ Details

Gedeeld Af <1KB

©» Berichttags <1KB
# Naam wijzigen

[3 Verplaats of kopieer

O Lokaal openen

4 Downloaden

X Verlaat deze share

&, Mensen 88

Aange...

38 minuten ... |

33 minuten ...

If the owner has given you the right to re-share, you can share the file or folder with others
yourself, via the Share tab. Without that right, you'll only see who it's shared with there.

Automatically accepting shares or placing them in one folder

Via your profile picture, Settings and Sharing, you can use Accept default shares
from other accounts and groups to decide whether to automatically accept shares
from other users, and which folder they're placed in (Set default folder for accepted
shares). For example, choose a folder called "Shared", so your own folder structure

doesn't get cluttered.
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5.9 Anyone using shared files uses your storage

When sharing, it's useful to know whose storage gets counted. The rule is simple: a file
counts towards the owner of the folder it's in.
Situation Who does it count towards?

You share a folder with Lisa, and You: it's your folder
Lisa adds a video to it

Lisa shares a folder with you, and Lisa
you add a file to it

A client uploads via your file You

request

Files in a team folder Not one single person

Deleted files and old versions Don't count towards your storage (see Viewing your

storage: what counts and what doesn't)

What can you do if it gets to be too much?

» Check Viewing your storage: what counts and what doesn't to see how to view
what's using your storage.

» Agree with each other who manages which folder, or use a team folder (see Team
folders: a shared folder that belongs to the team).

« Set an end date on a link or file request, so files don't keep coming in unnoticed.

» Need more space? See Storage full: making room or upgrading.
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5.10 Transferring ownership when a colleague
leaves

A file or folder always belongs to someone: the person who created it. If that person
leaves, the ownership must first be transferred to someone else. Otherwise the files are
lost when the account is deleted.

Transferring ownership yourself
The current owner does this themselves, while they still have access:

1. Click your profile picture in the top right and choose Settings.

2. Choose Sharing on the left and scroll to the Files section.

3. Under File or folder to transfer (1), choose the folder. If you choose your home
folder, you transfer everything.

4. Under New owner (2), choose the colleague taking it over.

5. Click Transfer (3).

eve @ demo.webokecloud.nijsettings/user/sharing

n, berichten, en meer
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er standaard shares van andere accounts en groeper

cepteer

Transferring ownership

The new owner receives a notification and must accept the transfer. The transfer can then
take up to an hour. After that, the files appear in a new folder in their Files. Shares with
others are carried over.
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Please note: if you delete a user in My WebOké, their files, calendars and contacts are
permanently gone. This cannot be undone. So always transfer ownership first.

Has the colleague already left and can they no longer log in? Then read the step-by-step
guide in Colleague leaving: safely taking over files, calendar and shared folders.
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Versions, trash and storage
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6.1 Recovering a deleted file from Deleted files

Accidentally thrown something away? No panic. Whatever you delete in your WebOké
Nextcloud goes first to Deleted files, the Nextcloud recycle bin. From there, you can bring
it back in two clicks.

How to recover a file

1. In Files, click Deleted files at the bottom left (1).

2. Find the file or folder in the list (2). The most recently deleted item is at the top. Use
Search here at the top left to quickly find a name.

3. Click Restore (3).

eoe & demo.webokecloud. nlfappsmiles/trashbin

[Oude offerTEI Verwijderde bestanden Leeg verwijderde bestanden O Type (3 Aangepast © Markering 2\ Mensen 33
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+r Favorieten 1 bestand - 79 onzichtbaar
+& Shares
@ Teammappen
% Markering
CJ Exteme opslag

2 Mapboom

| @ Verwijderde bestanden o
® 5,8 MB van 1 TB gebruikt

£ Instellingen voor bestanden

Deleted files in your WebOké Nextcloud

The file returns to its original location, with all its versions. If that folder no longer exists,
Nextcloud puts the file in your main folder.

The list also shows the Original location, who deleted the file (Deleted by) and when
(Deleted). Use Empty deleted files (4) to permanently remove everything in one go;
only do this if you're sure.

Under the three dots in the row, you'll find Download (1), to save the file to your
computer without restoring it, and Delete permanently (2), to delete it for good.
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berichten, en meer

Qude offerte Verwijderde bestanden ~ Leeg verwijderde bestanden

Zoek in alles OQude offerte X
O Naam

O W Oude offerte.docx £ Haretallan
4 Downloaden

[ Alle bestanden
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B Teammappen
€ Markering

3 Externe opslag
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| @ Verwijderde bestanden
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Herstellen zet het bestand terug op zijn oude plek

Download or delete permanently

Multiple files at once

Tick the checkboxes next to the files in the list and choose an action at the top for the
whole selection. To recover an entire deleted folder in one go, restore the folder.

Good to know

» Deleted files don't count towards your storage.

> Markering

2h Mensen

» Find out how long they're kept in How long does Nextcloud keep versions and deleted

files?.

» If you delete a file on your computer in the desktop app's folder, or in the Nextcloud

app on your phone, it ends up here too.

» If someone you share a folder with deletes a file, it goes to your Deleted files if

you're the owner. So you can restore it yourself.

« Once something is gone from Deleted files, it's really gone: you can't recover it
yourself anymore. Read Backups with WebOké: what we keep and what you can do

yourself to find out how to protect yourself against this.

Tip: would you rather be asked a question before deleting something? Then turn on Warn

before deleting a file under Files settings at the bottom left.
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6.2 Restoring an older version and naming

versions

Every time a file is changed, your WebOké Nextcloud saves the previous state as a
version. Did you delete something you actually need, or did a colleague overwrite a

document? Then you can simply restore an older version.

Viewing the versions of a file

1. Right-click the file and choose Details.
2. Open the Versions tab (1) in the sidebar.
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1 uur geleden = 289 B

At the top is the Current version (2). Below it are the older versions (3), showing who
made the change, when, and the file size. The very first one is called Initial version. Click

an older version to view it.

What can you do with a version?

Click the three dots next to an older version:
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« Name this version (1): for example, "Submitted to council". This makes it easy to
find again later. A named version is kept, even when older versions are automatically

cleaned up.

« Compare to current version (2): you see the old and the current version side by

side.

» Restore version (3): the old version becomes the current one again. The version
you replace is also kept as a version itself. So you lose nothing.
- Download version (4): save the old version separately to your computer.

» Delete version (5): remove a version you no longer need.

Tip: if you work in Euro-Office, Euro-Office also has its own version history. See the Euro-

Office manual.

Please note: versions only exist for files in your WebOké Nextcloud. A file that only exists
on your computer and has never been synchronised has no versions.
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6.3 How long does Nextcloud keep versions and
deleted files?

Your WebOké Nextcloud automatically clears out old versions and deleted files, so your
storage doesn't fill up. You don't need to do anything yourself. Here's how it works.

Deleted files

o A deleted file stays in Deleted files for up to 31 days. After that, Nextcloud clears it
out automatically.

o Deleted files together may not use more than half of your free space. If they do, the
oldest ones are removed sooner, even if they're not yet 31 days old.

« So it's best to restore a file straight away if you notice you're missing it.

Versions

Versions are kept for up to 31 days. During that time, Nextcloud thins them out according
to a fixed schedule: the older they are, the fewer versions remain. Versions older than 31
days are cleared out by Nextcloud, except for versions with a name.

Age of the version What's kept?

First hour Approximately one version per minute
First day One version per hour

Up to 31 days One version per day

Older than 31 days None, except versions with a name

Versions together may not use more than half of your free space. If they do, the oldest
versions are removed first. Nextcloud never automatically clears out versions with a name
(see Restoring an older version and naming versions). So give a version a name if you
want to keep it longer.

Do they count towards your storage?

No. Deleted files and versions don't count towards the storage you see at the bottom left
in Files. See also Viewing your storage: what counts and what doesn't.

Tip: for files you really can't afford to lose, also keep your own copy. Read more about this
in Backups with WebOké: what we keep and what you can do yourself.
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6.4 Viewing your storage: what counts and what

doesn't

You can see how much space you're using in two places: in your Nextcloud itself and, if

you're the administrator of the package, in My WebOké.

In your Nextcloud

In the Files app, you'll see how much you're using at the bottom left (1), for example "5.8

MB of 1 TB used". The bar underneath fills up as you store more.
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Want to know which folders are the largest? Look at the Size column in the list and click
the column header to sort by size. The size of a folder is everything it contains.

In My WebOké

Are you the administrator of the package? Then, in My WebOké, under My Products and
your Nextcloud package, you'll see at the top, under Storage, how much space is being
used across the whole package and how much storage your package has.
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What counts and what doesn't?

Counts Doesn't count

Your own files and folders Deleted files

Files that others put in your shared Older versions of files

folders

Uploads via your file requests and Files someone else shares with you (these count towards
links the owner)

Photos your phone uploads Team folders (these don't count towards one person)

automatically

You can read more about sharing and storage in Anyone using shared files uses your
storage.

Tip: if you use the desktop app with virtual files, your files take up little space on your
computer. This doesn't change the storage used in your Nextcloud. See Virtual files: see
everything, only download what you open.
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6.5 Storage full: making room or upgrading

Is your storage full? Then you can no longer upload new files, and syncing with your
computer and phone stops working. You have two options: make room or get more
storage.

Making room

1. In Files, sort by Size to find the largest folders and files.

2. Pay particular attention to videos, old backups, installation files and duplicate photo
folders.

3. Delete what you no longer need, or download it to an external drive first.

4. Check in Anyone using shared files uses your storage whether others have put a lot
in your shared folders. Agree with them on what can go.

Tip: deleted files and old versions don't count towards your storage. Emptying your trash
therefore doesn't free up space that counts.

Getting more storage

With Nextcloud Personal, Family and Max, you can expand your storage yourself in Mijn
WebOké:

1. Log in to Mijn WebOké and go to My Products.

2. Open your Nextcloud package.

3. Under Configurable options, next to Storage space (1), choose the size you
want.

4. Click Save options (2).
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Open Nextcloud &

B8 Dashboard

W Al Builder

O Al Centrum
Mijn Preducten
Mijn Domeainen

B Mijn Facturen

B Miin Administratie

O Supportcentrum

@ Affiliate programma
Verdie 1 hel aanbrenger

VA Voorbeeld Account

Mijn WebOké. Mijn Producten: meer opslag kies je bij Configureerbare opties

= Configureerbare opties

Een upgrade betasl je naar ato bi voor de rest van je periode en gaat

in
o Opslagruimte

Nextcloud Office ugers

Extra Nexicloud accounts

Subdomein van Nextcloud server

% Gebrulkersbeheer
Wilzigingen worden dicect opgeslagen

# Al Assistent in Nextcloud v
Gebrulk de officiele Al-assistent v
Gebruik Al o N

e

Al-aanbieder

APt-sleutel

You choose more storage under Configurable options

You pay pro rata for an upgrade for the rest of your period, and it takes effect after

1T8 (Inbegrepen)

0 (Inbegrepen)

Gratis subdomein opwebt v

Opties opslaan

Mistral (EU)

payment; a downgrade takes effect immediately. If you downgrade, make sure you don't

use more than the new size.

Using Nextcloud Free (5 GB)? Then switch to a paid package for more space. Read about
that in From Nextcloud Free to a paid package, or from another Nextcloud provider and

More storage or users, changing or cancelling your package.

Please note: if your storage is full, Nextcloud will also clean up deleted files and old

versions more quickly to free up space. So don't wait too long to make room or upgrade.
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6.6 Backups with WebOké: what we keep and
what you can do yourself

The backup you use yourself is built into your WebOké Nextcloud: the trash (Deleted files)
and the versions of your files. With these, you can restore files, folders and older versions
yourself, without needing anyone's help.

What you can restore yourself

What happened? Solution

File or folder accidentally deleted Restore it from Deleted files, see Recovering a deleted file
from Deleted files

File overwritten or changed Restore an older version, see Restoring an older version
incorrectly and naming versions

Someone removed a file from It's in your Deleted files if you're the owner, see Recovering
your shared folder a deleted file from Deleted files

You can read how long deleted files and versions are kept in How long does Nextcloud keep
versions and deleted files?. In short: deleted files and versions are kept for up to 31 days,
and removed sooner if space is needed. Named versions are kept.

WebOké's system backups

WebOké also makes backups of the servers themselves. These serve as an extra safeguard
against emergencies, such as a faulty server. They're not accessible to customers: you
can't restore anything from them yourself. For your day-to-day work, rely on the trash and
versions instead.

What you can do yourself

 Keep your own copy of important files: for files you really can't afford to lose,
keep a copy yourself as well. For example, using the Nextcloud Files desktop app on
your computer (Why the desktop app? Browser, app or network drive): include that
folder in your computer's backup, or copy it to an external drive now and then.

« Give important versions a name, so they're not cleared out automatically (see
Restoring an older version and naming versions).

- Don't delete things permanently too quickly: anything you delete from Deleted
files, or remove using Empty deleted files, can no longer be restored by you.

« Be careful with sharing: only give editing rights to people who really need them
(see Sharing with a user from your own Nextcloud).

« Transfer ownership before a user is deleted, because a deleted user is removed
permanently along with all their files (see Transferring ownership when a colleague
leaves).
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Please note: end-to-end encrypted folders can't be read by anyone but you, not even
WebOké. If you lose the key, those files can no longer be opened. Read more about this in
End-to-end encryption: when to use it, and when not to.
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Syncing with your computer
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7.1 Why the desktop app? Browser, app or
network drive

Your WebOké Nextcloud works in any browser. Still, it's often handy to have your files in a
plain folder on your computer too, in Windows Explorer or the Finder on your Mac. For that,
you install the free Nextcloud Files app. It keeps a folder on your computer and your
Nextcloud automatically in sync: that's called synchronising.

There are three ways to get to your files from your computer. This chapter covers all three.

In the browser Desktop app Nextcloud Files Network drive

(WebDAV)

Install Not needed Once per computer Not needed, but
needs setting up

Files in No Yes, in a regular folder Yes, as a drive

Explorer or

Finder

Works No Yes, for files stored on your computer  No

without

internet

Space on None Your choice: everything, part of it, or None

your drive only what you open (Virtual files: see

everything, only download what you
open)
Log in Password and Once via your browser, the app With an app
login code Creates its own app password password you

create yourself

Large files Good, keep the Best: keeps going in the background Varies, Windows

and many tab open has limits

files

Sharing, Yes Via the app's menu or the browser No, use the

versions, browser for that

trash

Our advice For quickly looking  For daily work Only if there's no

something up or
sharing

What exactly does the desktop app do?

 Your files from WebOké Nextcloud sit in a folder on your computer. On Windows, that

other way

folder is called Nextcloud by default and is located in your user folder; on a Mac,
you'll find it in Finder under Places on the left.
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» Put a file in that folder, and it appears in your Nextcloud a few seconds later. Change
something in the browser, and it automatically appears on your computer too.

« With virtual files, you see everything, but a file is only downloaded when you open
it. That way, even a large Nextcloud fits on a small laptop (Virtual files: see
everything, only download what you open).

« Working without internet for a while? You can simply carry on working in the folder.
As soon as you're back online, the app puts your changes into your Nextcloud.

The app works with every WebOké Nextcloud package: Free, Personal, Family and Max.

ese & www.weboke.nl/download#nextcloud-files

Domeinen

webdkkeé ..

Nextcloud Office

Euro-Office op je computer

Webhaosting -

Bewerk je documenten, spreadsheets en
presentaties met een programma op je computer,
net als Word, Excel en PowerPoint. Je opent
bestanden direct uit je Nextcloud en werkt samen

met collega’s in de browser. Voor de Mac is er een
versie voor Apple Silicon (M1 en nieuwwer)

2 Windows x64 =8 Windows ARMG4
& macOS (Apple Silicon) m

A Linux .rpm

Handieiding

o Nextcloud Talk

Chatten en videobellen

Chat en videobel veilig met je collega’s en gasten,
via je eigen Nextcloud

O F-Droid

Producten Support

o Nextcloud Files

Synchronisatie-app voot je computer

Houd je bestanden automatisch gelijk tussen je
computer en je Nextcloud. Je bestanden staan
dan in een gewone map op je computer, ook als je
even geen internet hebt

=
A Uinux (Applmage)

500 Installeren op Windows

Installeren op de Mac

© oavxs

Agenda en contacten op Androld

Synchroniseer je Nextcloud-agenda en -contacten
met de agenda- en contacten-app van je Android
telefoon

=

Zo installeer je het

Al Builder [N

o Nextcloud-app

A Mijn Account —

Voor je telefoon en tablet

Bekijk en deel je bestanden onderweg, upload
automatisch je foto's en open documenten in
Euro-Office.

& App Store [0 Google Play
0 F-Droid

Instellen op iPhone  Instellen op Android

At www.weboke.nl/download, you'll find Nextcloud Files (1), the Nextcloud app for your phone (2), Nextcloud Talk

(3) and DAVXS5 (4)

What do you need?

« A computer with Windows 10 (version 1809 or newer) or Windows 11, macOS 13 or

newer, or a 64-bit Linux.

« The address of your WebOké Nextcloud. That's the address you see in the browser
when you're logged in, for example https://demo.webokecloud.nl or
https://cloud.jouwbedrijf.nl.

« Your username and password, and your mailbox or authenticator app for the login

code.

You can read how to install the app in Installing Nextcloud Files on Windows (Windows),
Installing Nextcloud Files on Mac (File Provider) (Mac) and Installing Nextcloud Files on
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Linux (Applmage) (Linux).

Tip: do you work a lot with documents, spreadsheets and presentations? Then also read
Working with Office files from your computer. It explains when it's better to open a
document in the browser rather than from the folder on your computer.
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7.2 Installing Nextcloud Files on Windows

Here's how to set up the Nextcloud Files desktop app on a Windows computer and connect
it to your WebOké Nextcloud. Allow about ten minutes.

Step 1: download

1. Go to www.weboke.nl/download and click Windows next to Nextcloud Files (1). Or
use this direct link: Nextcloud Files for Windows.

2. You download directly from Nextcloud. The file is called something like Nextcloud-
35.0.0-x64.msi and ends up in your Downloads folder.

& www.weboke nl/download#nextcloud-files

“bgﬁe Webhosting Domeinen ~ Producten Support Tools Al Builder * 46 =] £ Mijn Account
Werk met je WebOke Nextcloud op je computer, telefoon en tablet. Je downloadt altijd rechtstreeks

bij de maker; onze links wijzen vanzelf naar de nieuwste versie

Nextcloud Office

Eurc-Office op je computer

Bewerk je documenten, spreadsheets en
presentaties met een programma op je computer,
net als Word, Excel en PowerPoint. Je opent
bestanden direct uit je Mextcloud en werkt samen
met collega’s in de browser. Voor de Mac is er een
versie voor Apple Silicon (M1 en nleuwer)

- WI“duw,xbd
& macOS (Apple Silicon) m

& Linux rpm

Handleiding

Nextcloud Talk

Chatten en videobellen

Chat en videobel veilig met je collega's en gasten,
via je eigen Mextcloud.

& App Store [ Google Play

O F-Droid

Nextcloud Files

pp voor je

Houd je bestanden automatisch gelijk tussen je
computer en je Nextcloud. Je bestanden staan
dan in een gewone map op je computer, ook als je

even romernet hebt o

=30

0.0 Installeren op Windows

Installeren op de Mac

DAVxS
Agenda en contacten op Android
Synchroniseer je Nextcloud-agenda en -contacten

met de agenda- en contacten-app van je Android
telefoon

Nextcloud-app

Voor je telefoon en tablet

Bekijk en deel je bestanden onderweg, upload
automatisch je foto's en open documenten in
Euro-Office.

Instellen op iPhone  Instellen op Android

Choose Windows (1), macOS (2) or Linux (3); our buttons always point to the latest version

Step 2: install

1. Double-click the downloaded file.
2. Follow the steps in the installer. You can leave the suggested settings as they are.
3. Windows asks whether the app may make changes. Click Yes. You'll need
administrator rights on the computer for this.
4. After installation, the app starts automatically. You'll see the login window, and the
Nextcloud cloud icon appears at the bottom right of the taskbar. If you don't see the
icon, click the arrow pointing up next to the clock.

Nextcloud manual - www.weboke.nl
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Step 3: connect your Nextcloud

This part of the app is still largely in English, even on a computer set to another language.

Below are the names as they appear in the app.

1. In the Log in to Nextcloud window, enter the address of your WebOké Nextcloud

next to Server address, for example https://demo.webokecloud.nl. Click Log in.
. The app opens your browser on the Connect to your account page (1). Click Login
(2). Meanwhile, the app shows Switch to your browser. If the browser doesn't
open automatically, click Copy link in the app and paste the link into your browser.
The page shows a Security warning: only grant access if you're setting up the app
yourself right now. Above it you'll see the name the app identifies itself with; for the
desktop app, this is a long technical name containing "mirall" and "Nextcloud". That's
normal.

. If you're not logged in yet, log in with your username and password and enter the
login code you receive by email or in your authenticator app.

. You'll see Account access, showing the name you're logged in as. Click Grant
access (3). The browser then confirms that your account is connected and that you
can close the window.

& demo.webokecloud.nlfindex. php/login/v2/flowiuser=5direct=0

web: ke

o Verbind jouw account

Gelieve eerst inloggen voordat je "Mozilla/s.0 (Windows) mirall/35.0.0 (Nextcloud, windows-
@ 10.0.26100 ClientArchitecture: x86_B4 OsArchitecture: xB6_64)" tosgang geeft tot je WebOké
Nextcloud account.

A Beveiligingswaarschuwing
Als u geen nieuw apparaat of nieuwe app probeert in te stellen, probeert iemand je te
misleiden om hem toegang Lot je gegevens te verlenen, Ga in dat geval niet verder en neem
in plaats daarvan contact op met je systeembeheerder.

o Inloggen

Alternatieve login met app wachtwoord

Weboké Nextcloud - viellig samenwerken in je eigen cloud

The desktop app opens this page (1); click Login (2)
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@ demo.webokecloud.nlfindex.phpflogin/v2/grantiuser==5&direct=0&stateToken=e83WvwB2sdb6PsUoCmAbBTQFIgXUSBSOUOOIwWAStUWT XINCM3aAljqD 3sxIRBVZXS

web:idkeé

Account toegang

Momentee| ingelogd als Anne de Grool (demaol

Je staat op het punt om "Mozilla/5.0 (Windows) mirallf35.0.0 (Nextcloud, windows-10.0.26100
L ClientArchitecture: xB6_64 OsArchitecture: x86 64)" loegang Le geven tol je WebOké

Nextcloud account,

o Verleen toegang

- WebOké Nextcloud - Vellig samenwerken in je eigen cloud

Click Grant access (3) to connect the app to your WebOké Nextcloud

So you don't need to create an app password: the app handles that itself. Afterwards, you'll
find the computer listed in your Nextcloud under Settings, Security, under Devices &
sessions (see Viewing, revoking, or remotely wiping devices and sessions).

If you've been logged in to the browser for a while, your Nextcloud may first ask you to
confirm your password: Authentication required. Enter your usual password (4) and
click Confirm.
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Authenticatie vereist x

ze actie vereist authenticatie, voer je wachtwoord

Wachtwoord
. 9
Bevestigen

Soms vraagt je Nextcloud eerst om je wachtwoaord te bevestigen webOké Nextcloud

Enter your password (4) and click Confirm

Account verbonden

Je client zou nu moeten verbonden zijn!
Je mag dit venster sluiten.

WebOké Nextcloud - Vellig samenwerken in je eigen cloud

Het account is verbonden: je kunt dit venster sluiten

After Grant access, your Nextcloud confirms the account is connected; you can close the browser window
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Step 4: choosing what goes on your computer

Back in the app, choose how you want to sync:

Choice in the What it does When to choose it

app

Virtual files You see all your files and Our recommendation for most people,
folders, but a file is only especially on a laptop. See Virtual files: see
downloaded when you open everything, only download what you open.
it.

Synchronize Everything from your If you want offline access to all your files,

everything Nextcloud is stored as an anywhere, and your drive has enough

actual file on your computer. space.

Choose what You tick which folders go on If you only need a few folders on this
to sync your computer. computer. See Selective sync: only certain
folders.

Next to Local sync folder, you'll see where the folder will be placed on your computer. By
default, this is the Nextcloud folder in your user folder. If you want a different location,
click Choose. Pick an empty folder on a regular drive; virtual files don't work on a network
drive or directly in the root of a drive (such as D:\). Then click Connect.

The app starts straight away. How long the first sync takes depends on the amount of files
and your internet connection. With virtual files, it's fast, since nothing is downloaded yet.

Step 5: finding your files

» Open File Explorer. On the left, you'll see Nextcloud with the blue cloud icon. That's
where your files are.

« Click the cloud icon at the bottom right of the taskbar to see what the app is doing.
You'll find an explanation of this window in The cloud icon: reading status, activity
and errors.

« From now on, the app starts automatically when you turn on the computer.

Tip: right-click a file in the Nextcloud folder in File Explorer. Under Nextcloud, you'll find
options such as Share options and Open in browser. This way, you can share a file
without opening the browser first. (On Windows 11, these options sometimes appear under
Show more options.)

Please note: Windows doesn't allow certain characters in file names, suchas:? *" < >
|. If such a name exists in your Nextcloud, the app will skip that file. You can read how to
fix this in Cleaning up files with forbidden characters so Windows syncs again.
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Updating

The app automatically checks for a new version and lets you know. You can also always
download the latest version via the button on our download page and install it over the old
one. Your settings and folder will stay exactly as they are.
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7.3 Installing Nextcloud Files on Mac (File
Provider)

On Mac, Nextcloud Files works with Apple's File Provider. This is the same technology
used by iCloud Drive and OneDrive. Your files appear in Finder under Places on the left,
and a file is only downloaded when you open it.

Step 1: download and install

1.

Go to www.weboke.nl/download and click macOS next to Nextcloud Files (2). Or
use this direct link: Nextcloud Files for Mac. You need macOS 13 or newer.

your Downloads folder.

Nextcloud password) to allow the installation.

cloud icon appears at the top of the menu bar.

& www.weboke nl/download#nextcloud-files

webdke ..

Webhosting ~  Domeinen ~  Producten Support Tools

Werk met je WebOké Nextcloud op je computer, telefoon en tablet. Je downloadt altijd rechtstreeks

bij de maker; onze links wijzen vanzelf naar de nieuwste versie

Nextcloud Office

Euro-Office op je computer

Bewerk je documenten, spreadsheets en

presentaties met een programma op je computer,

net als Word, Excel en PowerPoint. Je opent

bestanden direct uit je Nextcloud en werkt samen
met collega’s in de browser. Voor de Mac Is er een

versie voor Apple Silicon (M1 en nleuwer)

S
& macOS (Apple Silicon) m

A Linux .rpm

Handleiding

Nextcloud Talk

Chatten en videobellen

Chat en videobel veilig met je collega's en gasten,

via je eigen Mextcloud

& App Store [ Google Play

Nextcloud Files downloaden: kies de knop voor jouw computer

Click macOS next to Nextcloud Files (2)
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A LUinux (Appimage) o

50.0 |Installeren op Windows

Installeren op de Mac

DAVxS

Agenda en contacten op Android

Synchroniseer je Nextcloud-agenda en -contacten
met de agenda- en contacten-app van je Android
telefoon

Al Builder D

£ MinAccount e

Nextcloud-app

Voor je telefoon en tablet

Bekilk en deel je bestanden onderweg, upload
automatisch je foto's en open documenten in
Euro-Office,

Instellen op iPhone  Instellen op Android

. Open the downloaded file Nextcloud-35.0.0.pkg (the number differs per version) in
. Follow the steps in the installer. Your Mac will ask for your Mac password (not your

. Then open Nextcloud from the Applications folder or via Launchpad. The Nextcloud
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Step 2: connect your Nextcloud

1. In the Log in to Nextcloud window, enter the address of your WebOké Nextcloud
under Server address and click Log in.

2. Your browser opens with Connect to your account. Click Login, sign in with your
username, password and login code, and click Grant access. These screens look the
same as on Windows; see the images in Installing Nextcloud Files on Windows.

3. Back in the app, File Provider is ready and selected as the sync option. Leave it
enabled and click Connect.

Step 3: grant permissions

macOS will ask for a few permissions the first time. Grant them, otherwise the app won't
be able to sync.

» If you get a notification about an extension or a File Provider, allow it. You can
check this later under System settings, General, Login Items & Extensions (the
exact name varies slightly per macOS version).

» If your Mac asks whether Nextcloud may access files in certain folders, click Allow.
You can review this under System settings, Privacy & Security, Files and
Folders.

« If you want the app to start automatically when you turn on your Mac, enable
Nextcloud under System settings, General, Login Items & Extensions, under
Open at Login.

Step 4: your files in Finder

Open Finder. Your Nextcloud now appears under Places on the left. Click it to see all your
folders.

What you see in Finder Meaning

Cloud icon with a The file is still only in your Nextcloud. Double-click it and it will be
downward arrow downloaded and opened.

Pie chart The file is currently being downloaded or uploaded.

Cloud icon with only an Your change hasn't been fully uploaded yet.

outline

No icon The file is on your Mac and matches your Nextcloud.

Circle with a pin You've set this file or folder to always stay on your Mac.
Crossed-out cloud icon The file isn't included in syncing.

Right-click (or Control-click) a file or folder to see the options. There you can choose,
among other things, to always keep something downloaded (Keep Downloaded), let your
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Mac free up the space again, and set the sharing options for your Nextcloud. More on this
in Virtual files: see everything, only download what you open.

Please note: the files are no longer in a regular Nextcloud folder in your home folder, as
they were with older versions of the app. Missing files after an update or after switching?
Read On Mac: files missing after switching to File Provider.

Prefer a regular folder?

Would you rather have a regular folder where everything is actually stored on your Mac
(the classic way)? Click the cloud icon in the menu bar and open the app's Settings.
Under General, untick Enable File Provider. This applies to all your accounts. Then set
up a classic sync folder for your account. Only do this if you have a good reason, for
example a program that doesn't work with File Provider. File Provider and classic folders
don't work together: if File Provider is enabled, don't use a classic folder for the same
account.

Tip: when disk space is low, your Mac automatically frees up space by moving files you
haven't opened in a while back to online only. Your files simply remain in your Nextcloud.
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7.4 Installing Nextcloud Files on Linux
(Applmage)

For Linux, Nextcloud provides the desktop app as an Applmage: a single file you can run
without installation, on almost any 64-bit Linux system.

Downloading and starting

1. Go to www.weboke.nl/download and click Linux (Applmage) (3) next to Nextcloud
Files, or use this direct link: Nextcloud Files for Linux.

2. Make the file executable. In most file managers, right-click the file, choose
Properties and tick the option to run it as a program under Permissions. In the
terminal, type: chmod +x Nextcloud-*-x86_64.Appimage

3. Double-click the file, or start it in the terminal with ./Nextcloud-35.0.0-
x86_64.Applmage (the number varies by version).

4. Connect your WebOké Nextcloud as described in Installing Nextcloud Files on
Windows: enter the address, log in with your login code in the browser, click Grant
access and choose what you want to synchronise.

Good to know

« The app stores its login details in your computer's keyring (for example GNOME
Keyring or KWallet). Without such password management, you'll need to log in again
each time.

« Virtual files are still in testing on Linux (in the app: Virtual files (beta)). On Linux,
it's best to choose Synchronize everything or Choose what to sync.

« If you want the app to appear in your menu and start automatically, use a tool that
integrates Applmages, such as ApplmageLauncher. Nextcloud mentions this in its
own documentation. This also makes the Open locally button in the browser work.

« Many Linux distributions (such as Ubuntu, Debian, Fedora and openSUSE) also have
a nextcloud-desktop package in their own software repository. This isn't made by
Nextcloud itself and can sometimes be older.

o For buttons in your file manager (sharing, status), install the package that matches
your file manager, for example nautilus-nextcloud, dolphin-nextcloud, nemo-
nextcloud or caja-nextcloud.

Tip: downloading a new version? Replace the old Applmage file with the new one. Your
settings will be kept.
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7.5 Virtual files: see everything, only download
what you open

With virtual files, you can see all your folders and files from your WebOké Nextcloud on
your computer, but they take up almost no space. The app only fetches a file once you
open it. Ideal for a laptop with a small disk or if your Nextcloud is much bigger than your
computer.

How to recognise the status (Windows)

In File Explorer, each file shows an icon in the Status column:

Icon in File Meaning Works without
Explorer internet?

Blue cloud Online only: the file is only in your Nextcloud. No

Green tick in a white You've opened the file; it's now also on your Yes

circle computer.

White tick in a green Always on this device: stays on your computer  Yes
circle permanently.

Two blue arrows Syncing in progress.

On a Mac, you'll see similar icons in Finder; these are listed in the table in Installing
Nextcloud Files on Mac (File Provider).

Keeping a file or folder on your computer permanently

Travelling or working without internet often? Pin the folders you need to your computer.

« Windows: right-click the folder in File Explorer and choose Always keep on this
device. The app downloads everything in that folder, including anything added later.

» Mac: right-click the folder and choose the option to always keep it downloaded
(Keep Downloaded).

Freeing up space

Opened a large folder and now your disk is filling up? Free up some space. The files stay in
your Nextcloud; only the copy on your computer is removed.

» Windows: right-click the file or folder and choose Free up space. The icon turns
back into a blue cloud.

« Mac: right-click and choose the option to remove the download, or switch off
keeping it pinned. The Mac also frees up space automatically when storage runs low.
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Please note: on Windows, the app does not free up space automatically. Every file you
open even once stays on your computer until you choose Free up space yourself. Do this
now and then for large folders, such as your photos. Laptop with limited disk space: setting
up virtual files and freeing up space correctly explains the best way to set up a laptop with
limited storage.

Please note: deleting a file in the folder also deletes it in your Nextcloud, even if it was a
virtual file. If you only want to free up space, choose Free up space rather than Delete.
Deleted something by accident? Restore it via Recovering a deleted file from Deleted files.

Turning virtual files on or off

Did you choose Synchronize everything or Choose what to sync during installation,
but want virtual files after all? Click the cloud icon, open the app's settings, and click the
three dots next to the folder under your account. Choose Enable virtual file support.
Choosing Disable support for virtual files reverses this; the app will then download
everything you've selected.

When is it better not to use virtual files?

» If you often work offline for long periods and don't know in advance which files you'll
need.

» If a program searches through all your files at once (such as a backup program or a
photo application that indexes your entire folder). This will still end up downloading
everything.

e On Linux, where it's still in the testing phase.
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7.6 Selective sync: only certain folders

Do you only want a few folders on this computer, as actual files? Use selective sync.
Folders you untick simply stay in your WebOké Nextcloud; they just won't appear on this
computer.

During installation

When linking your account in the app, choose Choose what to sync and tick the folders
you want. See Installing Nextcloud Files on Windows.

Changing it later

1. Click the Nextcloud cloud icon (Windows: bottom right in the taskbar; Mac: at the top
in the menu bar).

2. Open the app's settings (via your name or profile picture at the top of the window,
then Settings).

3. Choose your account on the left. You'll see the folder that's being synced.

4. Click the three dots next to the folder and choose Choose what to sync. You'll then
see the folder list of your Nextcloud.

5. Tick or untick folders. Use Sync all and Sync none to turn everything on or off in
one go.

6. Click Apply.

Please note: if you untick a folder, the app removes that folder from your computer (not
from your Nextcloud). Have you changed something in that folder on your computer that
hasn't been uploaded yet? Then wait until the cloud icon turns green before unticking the
folder.

Selective sync or virtual files?

Selective sync Virtual files

What do you see on your Only the folders you've Everything

computer? ticked

What's actually on your disk? Everything in the ticked Only what you open or pin
folders

Without internet All ticked folders Only what's already

downloaded

Mac Only with a classic sync Default (File Provider)

folder

If you use virtual files, you won't see any tick boxes next to the folders in the settings.
That's normal: you then choose per folder with Always keep on this device or Free up
space (see Virtual files: see everything, only download what you open).
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New large folders

If a new folder is added to your Nextcloud that's larger than a certain size (for example, if
a colleague shares a large folder with you), the app may first ask whether you want to
download it. You set this in the app's settings, under Advanced. You'll then see the

question in the cloud icon's window.

Tip: for files you never want to sync, such as temporary files from a program, add them to
the Edit Ignored Files list in the app's settings. An asterisk (*) there stands for any

characters, for example *.tmp.
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7.7 The cloud icon: reading status, activity and

errors

The Nextcloud cloud icon sits on Windows in the bottom right of the taskbar (sometimes
behind the up arrow), on the Mac at the top in the menu bar, and on Linux in the
notification area. The icon shows you at a glance how syncing is going.

Het wolkje van de desktop-app Nextcloud Files

0O
A

Statusiconen van de Nextcloud-app (afbeeldingen: Nextcloud)

Let op

Gepauzeerd
Synchroniseren staat op pauze

Alles bijgewerkt
Je bestanden zijn gelijk en de app is verbonden,

Er is iets dat je aandacht nodig heeft.

Bezig
De app synchroniseert op dit moment,

©
a
X

Geen verbinding
De app kan je Nextcloud niet bereiken,

Fout
Bijvoorbeeld een verkeerd adres of verlopen inlog.

WebOké Nextcloud

The status icons of the desktop app (images from Nextcloud) and what they mean

Icon

Green with white
tick

Blue with two
spinning arrows

Grey with two
lines

Grey cloud icon
with a line through
it

Yellow triangle
with exclamation
mark

Red with white
cross

Meaning

Everything is up to date
and the app is connected.

The app is syncing.

Syncing is paused, usually
because you paused it
yourself.

No connection to your
Nextcloud.

Something needs your
attention, for example a
file that couldn't be synced.

An error in the settings, for
example a wrong address
or an expired login.
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What do you do?

None.

Wait a moment. With many or large files,
this can take a while.

Right-click the cloud icon and choose
Resume sync. In the app's settings, next to
your account, it's called Resume sync.

Check your internet connection. Does your
Nextcloud work in the browser? See
Synchronisation on your computer is
stuttering.

Click the cloud icon and read the message.

Click the cloud icon and log in again if
needed.
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The cloud icon window
Click (with the left mouse button) the cloud icon. A window opens with:

» At the top, your name and profile picture. Click it for the account menu: add an
account, pause or resume syncing, log out, and the app's Settings. There you'll also
see your status (online, away, do not disturb), just as in the browser.

« Buttons to open your local folder and your Nextcloud in the browser, and the apps
in your Nextcloud, such as Talk.

« The activity list: which files have just been synced, notifications from your
Nextcloud (such as a file shared with you), and warnings. A file that hasn't been
synced is listed with the reason why.

Right-clicking the cloud icon (Windows) gives you a short menu to open the window, pause
syncing, open the settings, or quit the app.

Messages you'll often see

Message (sometimes
in English)

A file with an invalid
name, or with characters
that aren't allowed

File is in use, or is locked

Conflict, or Resolve
conflict

Insufficient disk space on
the server

Server is in maintenance
mode

A message asking you to
log in again, or a red
circle with a cross

What it means

The name contains characters
Windows doesn't recognise, or
ends with a space or a full
stop.

The file is open in another
program.

The same file has been

changed in two places at once.

Your storage in your WebOké
Nextcloud is full.

WebOké is updating your
Nextcloud.

The app's access has been
revoked, or your password has
changed.

Solution

Rename it in the browser. See
Cleaning up files with forbidden
characters so Windows syncs
again.

Close the program; the app will
try again afterwards.

See Conflicted copies: what they
are and how to resolve them.

Clean up or upgrade, see Storage
full: making room or upgrading.

Wait a moment; the app will carry
on automatically afterwards.

Click the cloud icon and choose
Login; you'll go through the steps
again in the browser.

Tip: want to report a problem to WebOké? Take a screenshot of the cloud icon's window,
including the message, and mention the app's version. You'll find this in the app's settings.
See How to report a problem to WebOké.
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7.8 Conflicted copies: what they are and how to
resolve them

Sometimes you'll spot a file in your Nextcloud folder with (conflicted copy and a date in
the name, for example Budget (conflicted copy 2026-10-24 101530).xIsx. That's a
conflicted copy. Nothing has been lost: these are two versions of the same file.

Zoek hier x| a D [ Alle bestanden >  Handleiding C werkmap ~ [ Type () Aangepast © Markering &\ Mensen B8

| B3 Alle bestanden O Naam Gro... Aange...
& Persoonlijke bestanden o:] Begroting 2027 xlsx 7KB  enkele séco

© Recent oj Begroting 2027 (conflicted copy 2026-10-24 101530).xIsx 7KB  enkele seco...
¢ Favorieten
O Jaarverslag.docx enkele seco...
+& Shares v
Notulen 24:10:2026.docx 35 KB  enkele seco...
B8 Teammappen

e 35KB  enkele seco...
9 Markering Offerte klant.do:

O
O

G Exteme opslag [i] Offerte klant {conflicted copy 2026-10-23 164212).docx 5KB  enkele seco...
[u)

12 Mapboom Planning? concept.xlsx TKB  enkele seco...

7 bestanden

[ Verwijderde bestanden
® 5,8 MB van 1 TB gebruikt

£ Instellingen voor bastanden

ictkopie staat naast het arigineel

The original (1) and the conflicted copy with your own changes (2) side by side

How does a conflicted copy happen?

A conflict happens when the same file is changed in two places before the app has had a
chance to sync the changes. For example:

» You're working on a file on your laptop without internet, and a colleague changes the
same file in the browser at the same time.

* You open a shared document from the folder on your computer, while a colleague is
editing it in the browser.

» The same folder is being tracked by two sync programs at once, for example
Nextcloud and OneDrive or Dropbox.

In that case, the app can't decide for itself which version is correct. So it fetches the
version from your Nextcloud under the usual name (1), and saves your version next to it
as a conflicted copy (2). The app doesn't upload the conflicted copy: it stays only on your
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computer and your colleagues won't see it. If a conflicted copy does end up in your
Nextcloud, for example because someone uploaded it manually, you'll also see it in the
browser, as shown in the image above.

How to resolve it

1. Click the cloud icon. If there's a conflict, you'll see a notification with Resolve
conflict. Click it.

2. The app shows both versions, with date and size: Local version (your version) and
Server version (the version from your Nextcloud). Tick the one you want to keep
and click Save selected version. If you tick both, they'll both be kept and your
version gets a number added to its name.

3. Want to keep changes from both versions? Open both files, copy your own changes
from the conflicted copy into the original, and save the original.

4. Then delete the conflicted copy. Once it's gone, the conflict is resolved.

Please note: don't delete a batch of conflicted copies all at once without checking them
first. They might contain work that doesn't exist anywhere else. Got a lot of them? Read
Cleaning up conflict copies in a large folder without losing anything to find out how to
safely clean up a large folder.

Preventing conflicts

» If you're working on the same document with colleagues, open it in the browser in
Euro-Office. That way, you're genuinely working together on one version. See
Working with Office files from your computer.

» Let the app finish syncing (green cloud icon) before you close your laptop or go
offline.

» Never let a folder be tracked by two sync programs at the same time.

» Don't use the same folder on two computers with different accounts.

Tip: have you lost something anyway? Your WebOké Nextcloud keeps older versions of
every file. See Restoring an older version and naming versions.
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7.9 Multiple accounts and folders in one app

One desktop app can keep track of several accounts and several folders at the same time.
Handy if you have your own package as well as an account with a union, or if you have a
paid package alongside Nextcloud Free.

Adding a second account

1. Click the cloud icon and then on your name at the top.

2. Choose Add account.

3. You go through the same steps as the first time: enter the address, log in in the
browser with your login code, Grant access and choose what you want to
synchronise. See Installing Nextcloud Files on Windows.

4. Choose a different local folder than for your first account, for example Nextcloud
Union.

In the cloud icon's window, you switch between your accounts at the top. In the settings,
each account has its own section.

Linking an extra folder

You can also link a separate folder on your computer with a folder in your Nextcloud, for
example your Documents folder with a Laptop Documents folder in your Nextcloud.

1. Open the app's settings and choose your account.

2. Click Add Folder Sync Connection.

3. Choose the folder on your computer (Choose a local folder to sync) and then the
folder in your Nextcloud (Choose a remote destination folder). Use Create to
make a new one there.

4. Confirm. From then on, the app synchronises the folder just like the regular
Nextcloud folder.

Please note: don't link a folder that's already inside your Nextcloud folder, or one that's
also tracked by OneDrive, Dropbox or iCloud. This causes duplicate files and conflicts.

Please note: on Mac with File Provider, linking separate folders doesn't work; there, each
account appears as its own location in Finder under Places.

Removing a link or account

» A folder: click the three dots next to the folder in the settings, Delete folder sync
connection. The files stay in your Nextcloud and on your computer; they just stop
being tracked.

« An account: in the settings next to the account, use the button to sign out or delete
the account. Signing out keeps the link, deleting removes it completely.
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Tip: want to move your files from Nextcloud Free to a paid package? You don't need to
synchronise two accounts side by side for that. Read From Nextcloud Free to a paid
package, or from another Nextcloud provider.
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7.10 Your Nextcloud as a network drive (WebDAV)
in Explorer or Finder

You can also connect your WebOké Nextcloud as a network drive, without an app. This
works via WebDAV. Your files then don't sit on your computer: everything goes directly
over the internet. For everyday work we recommend the desktop app with virtual files
(Virtual files: see everything, only download what you open); a network drive is handy on a
computer where you're not allowed to install anything, or for a program that needs a drive
letter.

What do you need?

1. The WebDAV address. Open the Files app in your Nextcloud and click Files
settings at the bottom left. Choose WebDAV on the left. Next to WebDAV URL
you'll see your address (1), with a button on the right to copy it (2). It looks like
https://demo.webokecloud.nl/remote.php/dav/files/demo/, with your address
and username.

2. An app password. Because your WebOké Nextcloud is protected with a login code,
your usual password won't work here. Click Create an app password in the same
window, or go to Settings, Security, Devices & sessions. At the bottom, enter a
name such as Laptop network drive under App name and click Create new app
password. If your Nextcloud asks for your password (Authentication required),
enter it. In the New app password window you'll see your Login (1) and the
Password (2). Copy the password straight away; you'll only see it once. See also
App passwords: when and how to use them.
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Instellingen
voor
bestanden

Algemeen
Uiterlijk
Aanvullende instellingen
Waarschuwingen
| webbav

Keyboard shorteuts
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WebDAV

WebDAV URL
o https://demo.webokecloud.nifremote. php/davifiles/dermao

Maak een app wachtwoord
Verplicht voor WebDAV authenticatie omdat Twee-Factor Authenticatie is
ingeschakeld voor dit account.

Hoe bestanden te benaderen met WebDAV

Keyboard shortcuts
Acties

Bestandsacties

Verwijder of voeg een favoriet toe

Open de details zijbalk

Berichttags

Naam wijzigen

Verwijderen Delete

Selectie

Selecteer alle bestanden Ctrl A

Deselecteer alles Escape

Nieuw appwachtwoord x

Gebruik de gegevens hieronder om je app of
apparaat te configureren. Uit
veiligheidsoverwegingen wordt dit wachtwoord
slecht eenmaal getoond.

o= ) o

Wachtwoaord

o TTRAF - gaoAM - ACMBK - AFSdK - Aybagg [_D

Toon QR code voor mobiele apps

New app password: your login (1) and the password (2); this example was revoked straight afterwards
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Windows: setting up a network connection

A W N B

Finish.

. Open Explorer and click This PC on the left.
. Click the three dots at the top (or Computer) and choose Map network drive.

. Choose a drive letter, for example N:, and paste the WebDAV address under Folder.
. Tick Reconnect at sign-in and Connect using different credentials. Click

5. Enter your username and the app password, and tick Remember my credentials.

Mac: connecting to server

1. In Finder, choose Go in the menu bar, then Connect to Server.

2. Paste the WebDAV address as the server address and click Connect.

3. Enter your username and the app password. Your Nextcloud will then appear in
Finder under Locations.

Linux

In most file managers (such as Files in GNOME) you choose Other Locations and enter
the address under Connect to Server using davs:// instead of https://, for example
davs://demo.webokecloud.nl/remote.php/dav/files/demo/. In KDE, add your
Nextcloud under Online Accounts in the system settings.

Known limitations

What you notice

After a restart, the drive is
gone or Windows asks for
your password again

Files larger than about 50
MB don't work on Windows

Windows shows the free
space on your C drive
instead of your Nextcloud

Slow with lots of small files

Message about too many
login attempts

Why

Windows's built-in
WebDAV is prone to this

Windows has a default
limit for WebDAV

WebDAV doesn't pass on
that information

Each file travels
separately over the
internet

An old connection is
trying to log in with an
incorrect password

What you can do

See A WebDAV network drive that
disappears after a restart

Use the desktop app or the browser
for large files; see A WebDAV network
drive that disappears after a restart

Check how much space you have at
the bottom left of Files in your
Nextcloud

Use the desktop app

See IP address throttled by an old
app: which one is it?

Please note: if you no longer use the network drive, revoke the app password via
Devices & sessions (see Viewing, revoking, or remotely wiping devices and sessions).
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7.11 Working with Office files from your computer

You edit documents, spreadsheets and presentations in your WebOké Nextcloud with Euro-
Office. That has its own manual: the Euro-Office manual. Here you'll only read about how
the desktop app Nextcloud Files and Office files work together.

Three ways to open a document

You open the document Together with colleagues Without
at the same time internet

In the browser, in Euro-Office Yes No

In the Nextcloud Office programme, from your Yes No

connected Nextcloud

From the Nextcloud folder on your computer, No Yes
with Word, Excel, LibreOffice or Nextcloud Office

If you open a document from the folder on your computer, you work alone. The desktop
app only puts the file into your Nextcloud after you save it. If a colleague is working on the
same file in the browser in the meantime, you'll get a conflicting copy (Conflicted copies:
what they are and how to resolve them).

Please note: always work on shared documents in the browser or via your connected
Nextcloud in the Nextcloud Office programme. Use the folder on your computer for
documents that only you work on.

Read more in the Euro-Office manual

« Connecting the Nextcloud Office programme to your WebOké Nextcloud (Euro-Office
manual 10.5)

» Collaborating between the programme and colleagues in the browser (10.6)

» Working with the Nextcloud desktop app (synchronisation) (10.8)

» Euro-Office as a programme on your computer (10.1)

Tip: the Nextcloud Office programme and the synchronisation app Nextcloud Files are two
different programmes. You can install both; they're both available at
www.weboke.nl/download.
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Nextcloud on your phone
and tablet
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8.1 Which apps do you need on your phone and

tablet?

With your phone or tablet, you can access your WebOké Nextcloud from anywhere. Which
app you need depends on what you want to do. The Nextcloud apps are free and come
straight from the makers. Only DAVx5 (for calendar and contacts on Android) costs a small

amount in Google Play; it's free via F-Droid.

What do you want to
do?

View, upload and share
files; automatically upload
photos; scan documents

Calendar and contacts on
your phone

Tasks on your phone

Chatting, calling and
meeting (only in packages
with Office)

Notes

Editing documents

iPhone and
iPad

App Nextcloud

Built into iOS,
no app needed

Reminders
(builtin)

App Nextcloud
Talk

App Nextcloud
Notes

Android

App
Nextcloud

App DAVx5

DAVxX5 with a
tasks app

App
Nextcloud
Talk

App
Nextcloud
Notes

In the Nextcloud app or in your

phone's browser, with Euro-Office

Explanation

The Nextcloud app on iPhone
or iPad, The Nextcloud app on
Android

Calendar and contacts on the
iPhone and iPad, Calendar
and contacts on Android with
DAVX5

Tasks on your phone:
Reminders on the iPhone,
Tasks.org on Android

Talk on your phone and
notifications

Creating notes and using
them on your phone

Euro-Office manual 10.7

The links to the Nextcloud app, Nextcloud Talk and DAVx5 are on our download page
www.weboke.nl/download, under Nextcloud. There you choose the App store, Google Play

or F-Droid.
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eve 8 www.weboke.nl/download#nextcloud-mobiel
mb::hke Wabhosting ~ Domeinen Producten Support Tools Al Builder EZEE0 * 46 =] £ Mijn Account s N

Nextcloud Office Nextcloud Files o Nextcloud-app

Euro-Office op je computer pp voor je Voor je telefoon en tablet

Bewerk je documenten, spreadsheets en Houd je bestanden automatisch gelijk tussen je Bekijk en deel je bestanden onderweg, upload
presentaties met een programma op je computer, computer en je Nextcloud. Je bestanden staan automatisch je foto's en open documenten in
net als Word, Excel en PowerPoint. Je opent dan in een gewone map op je computer, ook als je Euro-Office.

bestanden direct uit je Nextcloud en werkt samen even geen internet hebt.

met collega's in de browser. Vioor de Mac is er een

% App Store O Google Play
versie voor Apple Silicon (M1 en nieuwer) 4 Windows m

O F-Droid
e A Uinux (Appimage)
Instellen op iPhone  Instellen op Android
® macOS (Apple Silicon) m versie 3500 Installeren op Windows

Installeren op de Mac
Handleiding

© Nextcloud Talk © oavss

Chatten en videobellen Agenda en contacten op Android

Chat en videobel veilig met je collega's en gasten, Synchroniseer je Nextcloud-agenda en -contacten
via je eigen Mextcloud. met de agenda- en contacten-app van je Android-

telefoon
[ Google Play
S anind

Zoinstalleer je het

ps voor je telefoon en tablet op www.weboke.nl/download

The Nextcloud app (1), Nextcloud Talk (2) and DAVxX5 (3) on www.weboke.nl/download

Recognise the real app

If you search for it yourself in the App store or Google Play, choose the app that's simply
called Nextcloud, from the maker Nextcloud GmbH, with the blue logo featuring three
circles. There's no such thing as a WebOké app: you use the official app and enter the
address of your WebOké Nextcloud in it.

App App store Google Play F-Droid
Nextcloud App store Google Play F-Droid
Nextcloud Talk App store Google Play F-Droid
DAVx5 (Android only) Google Play F-Droid

Without an app: your phone's browser

You can also simply use your phone's browser. Go to the address of your Nextcloud and log
in. You'll then see a view adapted to the small screen, with the same apps as on your
computer.
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[ XX & demo.webokecloud.nl/apps/files/

a
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Notitles

Photos

Uitjes en vakantie

WebOké
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O
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O
O
O
O
a
O

Werkmap Anne

Files (left) and the Dashboard (right) in a phone's browser

Logging in with the login code

Your WebOké Nextcloud is secured with a login code (two-factor authentication). The

-

HE wobchia o« 8@

Goedemiddag, Anne

de Groot

Q Talk vermeldingen

v/

Geen ongelezen vermeldingen

Overleg nieuwe website
|e hebt gasten geweigerd

. Laten we beginnen!
## © Beheer gespreksinstel

@ Talk updates [|
## Nieuw In Talk 25 - Classi

. Notitie aan mijzelf

Systemn heeft het gesprek a

Belangrijke mail

Nextcloud and Nextcloud Talk apps log in via a login screen from your Nextcloud, where
you also enter the code. The app then automatically creates an app password. DAVX5 can
log in the same way (Calendar and contacts on Android with DAVx5). Only for apps that
can't display a login screen, such as the iPhone's calendar and contacts, do you create an

app password yourself. See App passwords: when and how to use them.
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8.2 The Nextcloud app on iPhone or iPad

With the Nextcloud app on your iPhone or iPad, all your files are always to hand. You can
automatically upload photos, share files and scan documents.

Installing

1. Open the App store and search for Nextcloud, or tap this link on your phone:
Nextcloud in the App store.
2. Tap Download (or the cloud icon if you've had the app before).

Logging in

1. Open the app and tap Log in.

2. Under Server address https://, enter the address of your WebOké Nextcloud, for
example https://demo.webokecloud.nl. Use the address as you see it in the
browser, without /apps/files after it.

3. The login screen of your WebOké Nextcloud opens in the app: Connect to your
account (1). Tap Login (2).

4. Enter your username and password, then the login code from your email or your
authenticator app.

5. You'll see Account access. Tap Grant access (3). The app opens with your files.
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misieiden om hem toegang tot je gegevens te

verlenen. Ga in dat geval niet verder en neem

in plaats daarvan contact op met je

systeembeheerder.

o Inloggen

Alternatieve login met app wachtwoord

Connect to your account (1): tap Login (2) and then Grant access (3)

This gives the app its own app password. Afterwards, you'll find your iPhone listed in your
Nextcloud under Settings, Security, Devices & sessions. If you lose your phone, revoke
its access there (see Viewing, revoking, or remotely wiping devices and sessions).

Tip: having trouble logging in to the app, for example because you can't paste the login
code into the app? Then log in with a QR code instead. On your computer, create an app
password in your Nextcloud (Settings, Security, Devices & sessions, name it, for
example, iPhone, Create new app password) and choose Show QR code for mobile
apps. In the app, tap the QR icon on the login screen and scan the code. See App
passwords: when and how to use them.

The app in short
At the bottom, you'll find these tabs:

Tab What you'll find there

Files All your folders and files. Tap a file to view it; tap the three dots next to it to
share, download, move and more.

Favourites Files and folders you've marked with a star, also in the browser.
+ (in the Add something: upload photos or videos, upload a file, create a folder, scan a
middle) document or create a new document.
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Media All your photos and videos as a timeline.

More Including recent files, shared files, offline files, deleted files and the app's
Settings, with Auto upload photos (Automatically uploading photos).

Your Nextcloud in the Files app on iPhone

The Nextcloud app also adds your Nextcloud to the iOS Files app. There, open Browse
and look under Places. If Nextcloud isn't listed, tap the three dots at the top right, choose
Edit and switch Nextcloud on. This lets you open and save files directly in your Nextcloud
from other apps (Pages, Mail, your photo editor).

Multiple accounts

Do you have more than one Nextcloud, for example one from work and one from your club
or association? Tap More, then tap your name or profile picture, and choose Add
account.

Please note: some buttons in the app are (still) in English, even if your iPhone is set to
your own language. The layout stays the same.

Opening and editing documents in the app: see Euro-Office in the Nextcloud app on your
phone or tablet in the Euro-Office manual.
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8.3 The Nextcloud app on Android

The Nextcloud app for Android gives you access to your files wherever you are,
automatically uploads your photos and can scan documents.

Installing

1. Open Google Play and search for Nextcloud, or tap this link on your phone:
Nextcloud in Google Play. If you'd rather not use Google Play, the same app is

available on F-Droid.

2. Tap Install.

Login

1. Open the app and tap Login.

2. Under Server address https://..., enter the address of your WebOké Nextcloud, for
example https://demo.webokecloud.nl, and continue.

3. The login screen of your Nextcloud opens: Connect to your account. Tap Login.
The screens look just like those on the iPhone; see the image in The Nextcloud app

on iPhone or iPad.

4. Enter your username and password, followed by the login code from your e-mail or
your authenticator app.
5. Tap Grant access. The app opens with your files.

So you don't need to create an app password. If logging in doesn't work, you can also log
in with a QR code (Login via QR code); you'll find out how to create that code in The
Nextcloud app on iPhone or iPad.

Permissions

The app asks for a few permissions. Grant them if you want to use the feature:

Permission

Notifications

Photos and videos, or
Access to all files

Camera

No battery restriction

Nextcloud manual - www.weboke.nl

What it's for

Notifications from your Nextcloud, such as a shared file, and the
progress of uploads.

Needed for automatic upload (Automatically uploading photos) and
to upload files from your phone.

For scanning documents and logging in with a QR code.

So automatic upload keeps running in the background. The app will
let you know itself if Battery optimisation is blocking uploads.
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The app in brief
Tap the three lines in the top left for the menu. There you'll find, among other things:

» All files and Personal files: your folders and files.

- Favourites, Recent files, Shared and On device (what you've made available
offline).

» Media: all your photos and videos.

« Team folders, if you have any.

- Deleted files, Uploads, Activities and Notifications.

« Settings, including Auto upload and Sync calendar and contacts (this sets up
DAVX5 for you, see Calendar and contacts on Android with DAVX5).

Use the blue + in the bottom right to upload files, create a folder, scan a document (Scan
a document with your camera) or create a new document.
Multiple accounts

In the menu, tap your name or profile photo and choose Add account. Under Manage
accounts you can switch between accounts or remove one.

Please note: removing an account from the app also deletes the files the app had
downloaded to your phone. Everything stays in place in your Nextcloud.

For opening and editing documents in the app, see Euro-Office in the Nextcloud app on
your phone or tablet in the Euro-Office manual.
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8.4 Automatically uploading photos

The Nextcloud app can automatically upload every photo and video you take to your
WebOké Nextcloud. That way, you always have a copy, even if your phone is broken or
lost. Afterwards, you'll see your photos in the Photos and Memories apps in your Nextcloud
(see Photos or Memories: which app for what?).

On the iPhone or iPad

. Tap More at the bottom and then Settings.

. Choose Auto upload photos (in some versions Automatic upload).

. Turn on uploading and choose whether you want to upload photos, videos or both.

. Give the app access to all photos if iOS asks. With limited access, the app only sees
the photos you've chosen.

5. Choose which folder in your Nextcloud the photos should go to, and whether you

want subfolders per year or month (Use subfolders).

6. If you only want to upload over wifi, turn on Only upload via wifi connection.

7. Choose whether the app uploads all photos and videos already on your phone, or

only from a certain date. In newer versions of the app, these options are called All

photos and videos and From a date. The app skips anything already in your

Nextcloud.

A W N B

Please note (iPhone): iOS only gives apps a limited amount of time in the background.
Because of this, uploading often only continues once you open the app. Here's how to
keep it running smoothly:

» Open the Nextcloud app now and then, for example in the evening, and leave it open
for a while while it's charging and on wifi.

« In the iPhone's Settings, under General, turn on Background App Refresh for
Nextcloud.

« Turn off Low Power Mode while uploading, as it stops background activity.

« Don't swipe the app away from the overview of open apps.

« Newer versions of the app have a mode that keeps the app open with a dimmed
screen while it uploads faster (Focused Auto Upload). This is handy the first time,
when thousands of photos are waiting.

On Android

1. Tap the three lines in the top left and choose Settings, then Auto upload.

2. You'll see the folders with photos and videos on your phone, such as Camera and
Screenshots. Turn on the folder you want to upload. Tap the three dots next to a
folder to set it up.

3. Choose the destination folder in your Nextcloud. By default this is /InstantUpload,;
you can choose your own folder.

4. Choose whether you only want to upload over wifi (Upload on Wi-Fi only) and
whether it should only happen while charging (Upload on charging only).
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5. Use Upload existing files too to choose whether the photos already on your phone
should also be included.

6. Under Original file will..., choose what happens to the photo on your phone: leave
it (recommended), move it or delete it.

7. With Use subfolders, the photos go into folders by year and month.

Tip (Android): turn off the battery restriction for Nextcloud (in Android's settings, under
Apps, Nextcloud, Battery: Unlimited). Otherwise Android stops the app running in the
background. Has automatic uploading stopped working after an app update? Read
Resuming photo upload on Android after an app update.

Where do the photos go?

The photos go into the folder you've chosen, in your own storage. So they do count
towards your storage space (see Viewing your storage: what counts and what doesn't).
You'll see them in the Files app and in Photos and Memories. Want to see someone else's
photos, or share an album? See Sharing an album with family or friends.

Please note: don't choose to delete the photos on your phone until you've checked that
they really are in your Nextcloud. It's best to never turn this option on.

Has uploading stopped? See Photo upload on your phone stops for a checklist.
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8.5 Making files available offline and sharing
them from your phone

The Nextcloud app only downloads a file when you open it. If you want to open a file
without an internet connection too, for example on a plane, make it available offline.

Making files available offline

iPhone and iPad Android
Making a file or Tap the three dots next to the file or Tap the three dots next to the file
folder available folder and choose Set as available or folder and choose Sync.
offline offline.
Where do you find More, then the offline files. In the menu under On device.
them?
Back to online only Three dots, Remove availability Remove the local copy via the
offline. three dots; the file stays in your
Nextcloud.

The app keeps track of offline files: if one changes in your Nextcloud, the app fetches the
new version as soon as you're back online.

Please note: making an entire folder available offline can take up a lot of space on your
phone. Only do this for folders you really need on the go.

Sharing from your phone

You share in the app the same way as in the browser (see Sharing with a user from your
own Nextcloud and Creating a public link: viewing, editing, password, expiration date and
download limit):

1. Tap the three dots next to the file or folder and choose Share.

2. Type a name to share with someone from your own Nextcloud, or create a public link.
3. For the link, set the permissions, and optionally a password and expiry date.

4. Copy the link or send it directly via WhatsApp, Signal, your email or another app.

Tip: want to send just the file itself, not a link? Then choose the send option from the
three dots (on Android Send/share). The file is then downloaded and handed to the app of
your choice.

Uploading something from another app

In almost any app (Photos, your email app, WhatsApp), you can use the share button to
send a file to Nextcloud. In the share menu, choose Nextcloud and then the folder you
want it to go into.
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In your phone's browser

You can also do this without the app. Log in to your Nextcloud in your phone's browser, tap
the three dots next to a file (1) and choose Sharing options (2) or Download.

eve @ demo.webokecloud.nljappsfiles/

O > WebOké v

Naam o

Aanmeldformulier WebOke.pdf Aanmeldformulier WebOke pdf
Begroting 2027 WebOké. x!sx Begroting 2027 WebOké. xlsx
Klantenoverzicht WebOke.xlsx Klantenoverzicht WebOke . xlsx
Mijn eerste document.docx Mijn eerste document.docx
Nieuwsbrief WebOké nove... .docx Nieuwsbrief WebOké nove... docx

Offerte WebOke Cloud. docx o--- Offerte WebOké Cloud. docx

 u]
a
O
a
a
O
O
O
O

(0 A 1

B Presentatie WebOké Cloud....pptx ] "'ESE“tIﬁ Aan favorieten toevoegen

7 bestander 7 hestan @ Details

o“a Deel opties
b Berichttags
@ Bekijken
B Downloaden als
& Naam wijzigen
[3 Verplaats of kopieer
[ Lokaal openen

¥ Downloaden

@ verwijder bestand

The three dots next to a file (1) open the menu with, among others, Sharing options (2) and Download
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8.6 Scanning documents with the app

With the Nextcloud app, you can scan a letter, receipt or form using your phone's camera.
The app turns it into a PDF (or image) and saves it straight to your WebOké Nextcloud.

On iPhone or iPad

1. Open the folder where the scan should go.

2. Tap the + at the bottom and choose Scan document.

3. Hold the camera above the paper. The iPhone recognises the edges and often takes
the photo automatically. Scan more pages if needed and confirm when you're done.

4. You'll then see the Scanned images. Tap the pages or drag them down to place
them in the document, in the right order.

5. Continue and choose the file name and file type, for example PDF. Save it; the scan
will appear in the folder you had open.

On Android

1. Open the folder where the scan should go.

2. Tap the blue + and choose Scan a document from camera.

3. Take a photo of each page (Scan page). You can crop the edges.

4. Choose a name and save. The app uploads the scan to the chosen folder.

Tip: place the paper on a dark, plain surface and make sure there's good lighting. This
helps the app find the edges best.

Please note: a scan is an image or PDF of a photo. If you want to edit the text, type it out
again in a document; see the Euro-Office manual.

The exact names of the buttons differ slightly depending on the version of the app and
may appear in English. If you don't see the scan option, update the app via the App store
or Google Play.
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8.7 Talk, Notes and Deck on your phone

Besides the Nextcloud app for your files, there are separate apps for a few parts of your
WebOké Nextcloud. You'll find out how to use them in the chapters about those parts.

Component

Talk (chatting,
calling, meetings;
only in packages
with Office)

Notes

Deck (boards with
cards)

Calendar, contacts
and tasks

Photos

Documents

On your phone

App Nextcloud Talk for
iPhone and Android. Without
this app, you won't receive
notifications of messages and
calls.

App Nextcloud Notes, or the
Notes folder in the Nextcloud

app.

In your phone's browser; for
Android there's also a
separate community Deck

app.

Builtin in iOS, or DAVX5 on
Android.

Automatic upload with the
Nextcloud app.

Euro-Office in the Nextcloud
app or in the browser.

Read more

Talk on your phone and notifications

Creating notes and using them on your
phone

Deck: boards, lists and cards, and
using them together

Calendar and contacts on the iPhone
and iPad, Calendar and contacts on
Android with DAVx5, Tasks on your
phone: Reminders on the iPhone,
Tasks.org on Android

Automatically uploading photos, Photos
from your phone to your Nextcloud

Euro-Office manual 10.7

Logging in to Nextcloud Talk and Nextcloud Notes works just like in the Nextcloud app:
enter the address of your Nextcloud, log in with your login code and Grant access (see

The Nextcloud app on iPhone or iPad). On Android, these apps can also use the account
already set up in the Nextcloud app.
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Calendar, contacts, tasks
and mail
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9.1 Calendar: views, making appointments,
repeating and reminders

With the Calendar app, you keep track of your appointments in your WebOké Nextcloud.
You can use several calendars side by side, for example one for work and one for your
family, share them with others and see them on your phone. Open the Calendar with the
calendar icon in the bar at the top.

ece & demo.webokecloud.nlfindex. php/appsicalendar/timeGridweek/now

Filker activibattan . na. 19-10-2026 i. 20-10-2026 do.22-102026  wr. 23102026 [EIEIBUELIN] zo 251020 s,

| vakbaurs utrecht | veriaardag oma
< Week 43 van 2026 ‘
e da

o Vandaag 1IN 6:00
Mijn agenda's o 07:00

i Persoonlijk 08&:00

Werk o
0900

Gezin 09:30 - 10:30 a
Teamoverleg 10:00 - 12:00 10:00 - 11:30
Offerte afronden Voetbal Daan

| Tandarts

Verjaardagen 10:00

Deck 11:00

Welkom bij Nextcloud De... 12:00

12:30-13:30
Nieuwe website vereniging 13:00 Lunch met Lisa

Falkeu 14:00 14:00 - 15:00
B K Klantgesprek

jussen AN B3
15:00

Vergadervoorstellen + 16:00 Zwemles Noor

il Geen actieve vergadervoorst... * 17.00 Iowmdlunnuﬂer
Afspraakschema's + .

19:00

20:00

o Prullenbao

# Agenda instellingen o

21:00

The Calendar in week view

No Part What do you use it for?
1 Event Create a new appointment.
2 Today Back to today. Use the arrows above it to browse to the previous or next

week; click the date in between to pick a day.
3 View Choose between Day, Week, Month, Year and List.

4 My calendars Your calendars. Use the checkbox to show or hide a calendar; each
calendar has its own colour.

5 Trash bin Restore deleted appointments and calendars.
6 Calendar Time zone, importing, the addresses for your phone and more.
settings
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Below your own calendars, you'll also see the boards from Deck (cards with a due date)
and your to-do lists from Tasks. Nextcloud creates the Birthdays calendar itself, using the
birthdays from your contacts.

Choosing a different view

Click the button next to Today (1) and choose the view (2). The List shows all
appointments one below the other, handy for a quick look ahead.

ece & demo.webokecloud.nlfindex. phpfappsicalendar/timeGridWeek/now

Filter activitaitan .. na. 19-10-2026 di. 20-10-2026 wo. 21-10-2026 de. 22-10-2026 vr. 23-10-2026 za. 24-10-2026 zo. 25-10-2C =,
| vakbeurs Utrecht | verjaardag oma
£ Week 43 van 2026

Hele da

+ Evenement Vandaag e = 06:00

Mijn agenda's o =Dag 7.0
. m Week
% Persoonlijk 8:00

Werk = Maand |Tand.an5

. HH Jaar
Gezin 08:30 - 10:30 a

@ List .50 | reamoverieg 10:00 - 12:00 10:00 - 11:30

Verjaardagen
Offerte afronden Voetbal Daan

Deck 11:00
Welkom bij Nextcloud De... 12:00
12:30- 13:30

& Nieuwe website vereniging 13:00 Lunch met Lisa

Taken 14:00 14:00 - 15:00
Klantgesprek

Klussen
15:00

Vergadervoorstellen + 5 16:00 Zwemles Noar

il Geen actieve vergadervoorst... 17:00 IDC&!ﬂhtﬂUllnu"er

Afspraakschema's + 16:00

19:00
20:00
@ Prullenbak

21:00
£ Agenda instellingen

©s hoe je de agenda wilt zien: dag. week, maand, jaar of lijst

Choose a view
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Filter activiteiten ..

< oktober 2026

Mijn agenda's

% Persoonlijk

Werk

Gezin
Verjaardagen

Deck

Welkom bij Nextcloud De...

& Nieuwe website vereniging

Taken

19 20
& Klussen

®09:30 Teamoveriegh @ 14:00 Klantgespre. ..

Vergadervoorstellen =+
il, Geen actieve vergadervoorst...

26 27

Afspraakschema's + | Frijzen controleren | Offerte Bakkerij Ja...
©09:30 Teamoverledd @ 13:00 Kwartaalpla
[ 17:00 Teksten voo.

M Prullenbak
2

£ Agenda instellingen
® 09:30 Teamoverledh

De maandweergave: alle afspraken van de maand in &&n overzicht

The month view

Creating an appointment

21

@ 12:30 Lunch met .

® 16:00 Zwemles N

28

® 16:00 Zwemles N...

4

® 16:00 Zwemlas N...

22 23
® 08:15 Tandarts | vakbeurs Utrecht
@ 10:00 Offerte afro.

29
® 15:00 Webinar vei

® 10:00 Voetbal Daan | Verjaardag oma

(0 20:00 Planning be

31
|0 Bennetjes in de b...

25

([0 17:00 contactfor..

1. In the week or day view, click an empty slot at the right time, or drag across several

slots for a longer appointment. You can also click Event.
2. Type the title of the appointment (1).
3. At the top, choose which calendar the appointment goes in (2), for example Work or

Family.

4. Check the date and time next to From and To. Tick All day for a birthday or a day

off.

5. If you like, add a location and a description.

6. Click Save (4). Want to set more options, such as a reminder? Click More details

(3).
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[ E X ] & demo.webokecloud.nlfindex. php/appsicalendar/timeGridWeek/2026-10-26/new/popover/iy1793264400/1793266200

o%rsoonlijk =

o Fotograaf voor de nieuwe website

Van (9 29 okt. 2026 = 10:00
Naar (4 29 okt, 2026 M 10:30

@ Europe/Amsterdam

[ Hele dag

O Niet herhalen #

] [ Een locatie toevoegen ] o

5] Voeg omschrijving toe

- Waar gaat deze vergadering over
- Vergader punten
- Alles wat deelnemers moeten voorbereiden

2 Deelnemers 1 )

Zoek voor e-mails, gebrulkers, contacten, contact...

e Meer details

A new appointment: title (1), calendar (2), More details (3) and Save (4)

Tip: next to the location field is a button with a camera. In packages with Office, this adds
a Talk conversation to the appointment directly, so everyone can join online (see Starting a
conversation: one-to-one, group or team).

All the options: More details

Under More details, you see the appointment in a large window. Here you can set:
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& demo.webokecloud.nlfindex. php/apps/calendar/timeGridWeek/2026-10-26/new/full/0/1793264400/1793 266200

[Futoqraaf voor de nieuwe website J o

Van (9 29 okt. 2026

Naar [® 29 okt. 2026
@ Europe/Amsterdam

[0 Hele dag Niet herhalen Persoonlijk ~

@ f Een locatie toevoegen ] (=] Vioeg Talk gesprek toe o

Bevestigd

Wanneer g... e afspraak

Bezet

ledereen n reageran

Repeat (1), reminder (2), calendar (3), Talk conversation (4), attendees (5) and Save (6)

« Repeat (1): click the pencil next to Does not repeat.

« Reminder (2): under Add reminder, choose when you want to be notified.

» Calendar (3): which calendar the appointment is in. If you change it, the
appointment moves.

» Talk conversation (4): link an online meeting (packages with Office).

« Attendees (5): invite people, see Inviting people to an appointment.

» On the right, you'll also find: the status (for example Confirmed), what others see if
you share the calendar, whether the time counts as Busy or Free, tags, a custom
colour and who may respond to the invitation.

» Below the reminder on the left, add attachments with the plus next to No
attachments.

Click Save (6). For an existing appointment, this button is called Update.

Making an appointment repeat

In More details, click the pencil next to Does not repeat. The Repeat event window
opens. In the drop-down list, choose how often (every day, week, month or year), then on
which days and when the repetition ends. Click Set repetition.
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@ demo.webokecloud.nlfindex.php/apps/calendar/timeGridweek/2026-10-26/new/full/0/1793264400/1793266200

Herhaal evenement

Herhaal evenement

geen

Herhaling instellen

Setting up a repetition
If you later change one appointment in a series, the Calendar asks whether you want to
change just this appointment or all the following ones too.

Reminders

In More details, click Add reminder and choose, for example, 15 minutes or 1 day in
advance. You can add several reminders. You'll get the reminder as a notification in your
Nextcloud, and on your phone if you've linked the calendar there (see Calendar and
contacts on the iPhone and iPad and Calendar and contacts on Android with DAVX5).
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L L 4 & demo.webokecloud.nlfindex. phpfappsicalendar/timeGridWeek/2026-10-26/new/full/0/1793264400/1793266200

Fotograaf voor de nieuwe website

Van (9 29 okt 2026 4 10:00

Naar [ 29 okt. 2026 M 10:30

bij het begin van de afspraak

5 minuten voor begin van de afspraak
10 minuten voor begin van de afspraak
15 minuten voor begin van de afspraak
30 minuten voor begin van de afspraak
éen uur voor begin van de afspraak
één uur voor begin van de afspraak

2 uur voor begin van de afspraak

3 uur voor begin van de afspraak

(‘J.‘_:r: @ herinnering toe

Geen bijlagen

. Deelnemers 1

Kies wanneer je een herinnering wilt krijgen

Choose when you want to be reminded

Tip: want a reminder automatically on every new appointment in a calendar? Set a

} Persoonlijk -

Voeg Talk gesprek toe

Bevestigd

Wanneer g... e afspraak

Bezet

ledereen n reageren

default reminder on the calendar itself: hover over the calendar, click the pencil and

choose under Default reminder for part-day events (see Sharing, publishing and

embedding calendars in your website).

Viewing, changing, moving or deleting an appointment

» Viewing: click the appointment. You'll see the time, place and description, with the

More details and Edit buttons.

 Moving: drag the appointment to a different time or day. Drag the bottom edge to

make it longer or shorter.

» Deleting: click the appointment, open the menu with the three dots and choose

delete.
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e e & demo.webokecloud nlfindex. phpfappsicalendar/timeGridWeek/2026-10-19/edit/popover/L3]IbWI0ZSSwaHAVZ GF2L2NhbGVUZGFycy9kZWIvL2hkLXdlemsvaGQtZ Xyt YmFraz web: ke

Filter activiteiten ..

< Week 43 van 2026 H

Hele da
+ Evenement Vandaag 1M (06:00
Mijn agenda's + 0700
4 Persoonlijk 08:00
Werk
4 09:00
Gezin 06:30 - 10:30

Verjaardagen 10:00 | Tamoverieg

Deck 11:00
Welkom bij Nextcloud De... 12:00

& Nieuwe website vereniging 13:00

Taken 14:00

i & Klussen
15:00

Vergadervoorstellen + 16:00

1l Geen actieve vergadervoorst... 17:00
. 18:00
Afspraakschema's +
19:00
20:00
@ Prullenbak
21:00

£ Agenda instellingen

Klik op een afspraak om hem te bekijken of te wijzigen

Click an appointment to view it

Accidentally deleted?

na. 19-10-2026

a

di. 20-10-2026

14:00 - 15:00
Klantgesprek

wo de. 22-10-2026 vr. 23-10-2026

| Vakbeurs Utrecht

| Tandarts

10:00 - 12:00
Offerte afronden

12:30-13:30
Lunch met Lisa

@ Werk

10:00 - 11:30
Voetbal Daan

Klantgesprek Bakkerij Jansen
B 200kt 2026 14:00 @

20 okt. 2026 15:00 @
] Dorpsstraat 12, Zeist
5] Nieuwe website en webshop bespreken

Meer details

# Bewerk

10°

za. 24-10-2026 zo. 25-10-2C =,

|VEI|'aaniag oma

| O Centactformulier

Click Trash bin at the bottom left. This holds deleted appointments and calendars. Click
Restore to bring them back. After a while, they disappear from the trash bin; the window

shows after how many days.

Is the time wrong?

Are appointments shifted by an hour or more? Check Calendar settings to see which
Time zone is set. Choose Amsterdam (or the time zone where you live). See also Filling
in your profile: name, photo, email address, language and time zone for the language and

time zone of your account.
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9.2 Inviting people to an appointment

You can invite colleagues from your own WebOké Nextcloud and anyone with an email
address to an appointment. They'll receive an invitation by email and can accept or
decline it. Colleagues in your Nextcloud will also see the appointment straight away in

their own calendar.

Adding attendees

1. Create an appointment or open an existing one, and click More details (see
Calendar: views, making appointments, repeating and reminders).

2. Under Attendees, type a name or email address in the search field (1). Your
Nextcloud searches the users in your package, your contacts, your contact groups

and your teams.

3. Click the right person. Is someone not listed? Then type the full email address and

select it.
4. Repeat this for everyone you want to invite.

5. Click Save or Update. The invitations go out at that moment.

Kwartaalplanning

Van [® 27 okt. 2026
Naar [® 27 okt. 2026
& Europe/Amsterdam

[ Hele dag o Niet herhalen

& demo.webokecloud.nlfindex.phpfapps/calendar/timeGridWeek/2026-10-26/edit/full/L3]IbWIDZS5waHAVZGF 2L2ZNhbGVUZ GFycy9kZW1vLZhkLXdlcmsvaGQLZX¥tcGxhbmS ph web: ke

x

F B Werk ~

r Vergaderkamer 2

] (w ] Voeqg Talk gesprek toe

Bevestigd

[ Voeq omschrijving toe

Wanneer g... e afspraak

Bezet

Geen bijlagen

. Deelnemers

ledereen n reageren

o Sanng|

< Sanne Bakker

sanne@bakker-advies.example

Typ een naam of e-mailadres bij Deelnemers

Type a name or email address under Attendees (1)
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L L 4 & demo.webokecloud.nlfindex.php/appsicalendar/timeGridWeek/2026-10-26/edit/full/L3)lbWI0ZSSwaHAVZGF2LZNhbGVUZ GRycy9kZW1vLZhkLxdlemsvaGOiZXytcGxhbmsph Wb ke

Kwartaalplanning

Van [ 27 okt 2026
Naar [® 27 okt. 2026
@ Europe/Amsterdam

[ Hele dag

-
=

Niet herhalen

r Vergaderkamer 2

Voeg herinnering toe

Geen bijlagen

2. Deelnemers z [

° Vind ee

oek voor e-malls, gebruikers

ontactgroepen of teams

n tijdstip

_Anne de Groot

o -n Sanne Bakker
sB

Uitnodiging wordt verzonden

2 Uitnodiging geaccepteerd

]

Ll

]

]

+ Bijwerken o

@ Werk ~

(w ] Voeg Talk gesprek toe
Bevestigd
Wanneer g... e afspraak

Bezet

ledereen n reageran

x

Sanne Bakker is listed as an attendee (1). With Find a time (2) you see when everyone is available; with Update

(3) the invitation goes out

For each attendee, you'll later see whether they've accepted, declined or haven't

responded yet.

Finding a time that works for everyone

Click Find a time (2). The Availability of attendees, resources and rooms window
opens. You'll see a weekly overview of when you and your colleagues in your Nextcloud are

busy, and under Suggested times moments when everyone is available. Drag the

appointment to a free slot and click Done. Availability isn't known for people outside your

Nextcloud.
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ece & demo.webokecloud.nlfindex. php/appsicalendar/timeGridWeek/2026-10-26/edit/full/L3)lbW30Z55waHAVZGF 2L2ZNhbGVUZ GFycy9kZW1vLZhkLXdlcmsvaGQiZXvtcGahbmsph  Wwebi ke

Beschikbaarheid van aanwezigen, objecten en ruimtes

¢ | 27-10-2026 ol Week 44 van 2026

Voorgestelde tijden ma. 26-10-2... di. 27-10-2026 wo. 28-10-2 do. 29-10-2 vr. 30-10-2026 za. 31-10-20
Deelnemers:
Zoek voor e-mails, gebrui
06:00
a5 Anne de Groot
07:00
S8 Sanne Bakker

08:00

09:00

Anne da Groot

Anne del Gewad, .,
| tijdstot

Anne de Groot

Anne de Groot

dinsdag 27 oktober 2026
01:00 p.m. - 03:00 p.m. Europe-Amsterdam

Find a time: the busy times of your attendees side by side

Colleagues can show even more clearly when they're working by filling in their working
hours, see Setting working hours and absence.

Who can respond?

On the right in More details, choose whether Anyone with the invitation can respond
or Only invited attendees can respond. Choose the latter if you don't want an
invitation to be forwarded to people you haven't invited.

Invitations you receive yourself

If a colleague in your Nextcloud invites you, the appointment appears in your calendar
with the status Invited. Open the appointment to accept, tentatively accept or decline it.
You choose which calendar invitations arrive in under Calendar settings, Default
calendar for incoming invitations.

Why doesn't an invitation always arrive?

» You don't have an email address in your profile. Your Nextcloud sends the invitation
on your behalf, and needs your email address to do so (see Filling in your profile:
name, photo, email address, language and time zone).

» The appointment is in the past.
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« You didn't save the appointment after adding the attendees.
« The appointment is in a calendar someone else shared with you.
« The invitation has landed in the recipient's spam folder.

You can find out how to check this step by step in Appointment invitations that don't
arrive.

Please note: if you invite a contact group or a team, the members will receive an

invitation. If someone joins the group or team later, they won't automatically receive the
existing appointment.
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9.3 Sharing, publishing and embedding calendars
in your website

You can share a calendar with people in your WebOké Nextcloud, for example the family
calendar with your partner or the team calendar with your colleagues. You can also make a
calendar public with a link, so that anyone can view it, or embed it in your website.

Opening the Edit calendar window

In the My calendars list, hover your mouse over the calendar and click the pencil (1).

[ E X & demo.webokecloud.nlfindex. php/appsicalendar/timeGridweek/now

berichten, en meer

Filter activitaiten na. 19-10-2026 .20-10-2026  wo.21-10-2026  do.22-102026  vr. 23102026 |[EIEIBUELEN z0 25102 5,

| vakbaurs utrecht | veriaardag oma
< Week 43 van 2026 H "
Hele da

Vandaag W 06:00

Mijn agenda's + 0T:00

i Persoonlijk 08:00

Werk /o

J9:00
Gezin 08:30 - 10:30 a

| Tandarts

Teamoveriag 10:00 - 12:00 10:00 - 11:30

Verjaardagen 10:00
Offerte afronden Voetbal Daan

Deck 11:00

Welkom bij Nextcloud De... 12:00
12:30- 13:30

Nieuwe website vereniging 13:00 Lunch met Lisa

Taken 14:00 14:00 - 15:00

| & Klantgesprek
ussen PR
15:00

Vergadervoorstellen + 16:00 Zwemles Noar

il Geen actieve vergadervoorst... 17:00 [Dv:amrtlonnuller

Afspraakschema's + e
19:.00

20:00
@ Prullenbak

21:00
£ Agenda instellingen

sgenda staan en kiik op het potiood

Click the pencil next to the calendar (1)

Does the calendar already have a public link? Then you'll see a button with three dots
instead of the pencil. This opens a menu with Copy public link (1) and Edit and share
calendar (2).
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en, berichten, en meer

Filter activiteiten . na. 19-10-2026 i. 20-10-202 wo. 21-10-2026 do. 22-10-2026 vr. 23-10-2026 za. 24-10-2026 E-LEEERTERISEN
| Vakbaurs Utrecht |VEI|'aan:lag oma
< Week 43 van 2026 3 i s

+ Evenement Vandaag m 06:00

Mijn agenda's + 07:00

% Persoonlijk 08-00
08:00 |Tand.an5
Werk
na-an
Gezin D) Kopieer openbare Iinko - 10:30 a
10:00 - 12:00 10:00 - 11:30

. Swere
Verjaardagen 7 B « en deel d i
ewerk en deel agenda Offerte afronden Voethal Daan

Deck 11:00

Welkom bij Nextcloud De... 12:00
) i - 12:30 - 13:30
B Nieuwe website vereniging 13:00 Lunch met Lisa
Taken 14:00 14:00 - 15:00
Klantgesprek
Klussen Rl
15:00

Vergadervoorstellen + 16:00 Zwemles Noor

il. Geen actieve vergadervoorst... 17:00 IDCamdiu'nnullel

Afspraakschema's + 18:00
Kennismakingsgesprek 19:00

20:00
@ Prullenbak

21:00
£ Agenda instellingen

senbare link. dan staat het potlood in een menu

The menu of a shared calendar: Copy public link (1) and Edit and share calendar (2)

You'll now see the Edit calendar window. At the top, you can change the name and
colour, and the default reminders for new events. With Show me always as
unavailable, events in this calendar won't count when someone checks when you're free,
handy for example for a calendar with birthdays or school holidays.

Sharing with someone in your Nextcloud

1. Under Share calendar, type the name of a colleague, a group or a team in the
Share with users or groups field (1).

2. Click the correct name. The calendar is shared immediately and the person appears
in the list (3).

3. Can the other person also add and change events? Then tick can edit (4). Without
the tick, the other person can only view.

4. Click Save (5) if you've also changed the name or colour.
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& demo.webokecloud.nlfindex. php/apps/calendar/time GridWeek/now

Bewerk kalender

Bewerk kalender
Deze agenda ondersteunt evenementen,

@ ek

[ Toen mij nooit als bezet (stel deze agenda in als transparant)
Standaard herinnering voor activiteiten

Geen

Standaard herinnering voor hele-dag activiteit

Geen

Deze herinneringen worden automatisch toegevoegd aan nisuwe
activiteiten die in deze agenda worden aangemaakt

Delen kalender

o Deel met gebruikers of groepen

Interne link
Een privélink die kan worden gebrulkt met externe clients

Lisa de Wit [ kan vertrouwelijke
W demo- evenementen zien en
handleiding@weboke.nl wijzigen

@ Verwijderen o, Exporteren o + Opslaan

Share with users or groups (1), the public link (2), the person you're sharing with (3), the tick for editing (4) and
Save (5)

The other person then sees the calendar in their own list of calendars, with your name
next to it, and also on their phone if it's linked. To stop sharing, use the trash bin icon next
to the name.

Tip: are you sharing a calendar with someone who should only see when you're busy, but
not why? Then set the sharing option for each event in More details to When shared
show as unavailable, or to When shared hide this event.

Creating a public link

With a public link, anyone who has the link can view your calendar, without an account
and without logging in. Changes aren't possible.

1. In the Edit calendar window, click the plus next to Share link (2). The link is created
immediately.

2. Click the copy button to copy the public link, or open the menu with the three dots
next to it.
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eve & demo.webokecloud.nlfindex. php/apps/calendartime GridWeek/now

The menu of the public link

Option in the menu

Copy button (or Copy
public link in the My
calendars list)

Send link to calendar
via email

Copy subscription link

Copy embedding code

Nextcloud manual - www.weboke.nl

Bewerk kalender

Bewerk kalender

Deze agenda ondersteunt evenementen,

@ werk

[ Toeon mij nooit als bezet (stel deze agenda in als transparant)
Standaard herinnering voor activiteiten

Geen

Standaard herinnering voor hele-dag activiteit

Geen

Deze herinneringen worden automatisch toegevoegd aan nieuwe
activiteiten die in deze agenda worden aangemaakt

Delen kalender

Deel met gebruikers of groepen

e Dea link

Interne link

Een privélink die kan worden gebrulkt met exten B3 Stuur link naar de agenda

via e-mail

Lisa de Wit [ kan vertrouwelij
W demo- evenementen zi (5 Kopieer abonnementslink
handleiding@weboke.nl wijzigen

@ Verwijder deellink
[ Verwijderen &, Exporteren =S

What it's for

A web page with your calendar, to send around.

Emails the public link to someone straight away.

A link that others can add to their own calendar app (Outlook,

[] Kopieer embedded code

Google Calendar, iPhone). They then see your events in their own
calendar, read only. See Subscribing to an external calendar and

importing a calendar.

A piece of code to embed the calendar in your website. See Putting

a public calendar or booking page on your website.
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ece & demo.webokecloud.nlfindex. php/apps/calendar/p/onéPwpBftRFyxibW/dayGridMonth/now
wobckié.. WebOké Nextcloud
Filter activiteiten .

< oktober 2026

vandaag

Gedeelde agenda's

| ® Werk (demo)

19 20 21 22 23

@ 09:30 Teamoverleg @ 14:00 Klantgespre... @ 12:30 Lunch met . @ 10:00 Offerte afro. IVakheurs Utrecht

26 27 29
®09:30 Teamoverleg @ 13:00 Kwartaalpla ® 15:00 Webinar vei..

WebOké Nextcloud - Veilig samenwerken in je eigen cloud

r account je openbare agenda

This is what someone without an account sees of your public calendar

You can remove a public link in the same menu with Delete share link. After that, the
link, the subscriptions and the calendar on your website will stop working.

Please note: a public link shows all events in that calendar, with title, location and
description. For public events, it's better to create a separate calendar.

The internal link

Below the public link is the Internal link: a private link to this calendar for programmes
that connect to your Nextcloud. This only works with your username and an app password.
Usually you won't need it: phones and programmes find your calendars automatically (see
Calendar and contacts on the iPhone and iPad to Calendar in Outlook with CalDav
Synchronizer).

Exporting and deleting

At the bottom of the Edit calendar window are Export (download all events as an .ics file,
for example as a backup) and Delete. A deleted calendar stays in the Calendar's Trash
bin for a while.
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9.4 Subscribing to an external calendar and
importing a calendar

Want to see your sports club's matches, your school timetable or public holidays in your
calendar? Then subscribe to that calendar. Want to bring over your old calendar from
Google, iCloud or Outlook? Then import it. The difference:

What happens?

Changes from the
source

Edit appointments
yourself

What do you
need?

Subscribe

Your Nextcloud fetches the calendar
from the address again and again.

Come through automatically (not
instantly, but after a while)

No, read-only

An address (link) that ends in .ics or
starts with webcal://

The plus icon next to My calendars

Click the plus icon next to My calendars. You'll see:

ese @ demo.webokecloud.nlfindex.

Filter activiteiten .

< Week 43 van 2026 >

Mijn agenda's +
i Persoonlijk
Werk

B Nieuwe agenda

Gezin

@2 Nieuw abonnement via link

Verjaardagen (alleen lezen)

Deck
Welkom bij Nextcioua ve...
Mieuwe website vereniging
Taken

Klussen

Vergadervoorstellen -+

il: Geen actieve vergadervoorst...
»

Afspraakschema's +

@ Prullenbak

# Agenda instellingen

.php/appsfcalendar/time GridWeek/now

O ma. 19-10-2026 di. 20-10-2026 wo. 21-10-2026

Hele da

06:00

07:00

Nieuwe agenda met taak lijst o

1030 a
o

@ Voeg de kalender van o
openbare feestdagen toe!

ST
1230 - 13:30

13:00 Lunch met Lisa

14:00 - 15:00
Klantgesprek

14:00

15:00

Zwemles Noor

16:00

17:00

18:00

19:00

20:00

21:00

. 22-10-2026

| Tandarts

10:00 - 12,00
Offerte afronden

Import

The appointments are copied once
into a calendar in your Nextcloud.
Do not come through

Yes

An .ics file

vr. 23-10-2026

| vakbeurs Utrecht

za. 24-10-2026

z0.25-102( =,

|ver|'aavdag oma

10:00 - 11:30
Voetbal Daan

| O Contactiormulier

(6]

New calendar (1), New calendar with task list (2), subscribing via a link (3) and public holidays (4)

Nextcloud manual - www.webo
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« New calendar (1): an empty calendar for appointments.

« New calendar with task list (2): a calendar that can also hold tasks (see Tasks:
lists, deadlines and subtasks).

« New subscription from link (read-only) (3): subscribe to someone else's
calendar.

« Add public holiday calendar. (4): choose a country and you'll have all its public
holidays in your calendar. These calendars come from Thunderbird.

Subscribing to a calendar via a link

1. Copy the calendar's address. On your club's or school's website, this is often called
"add calendar", "iCal", "webcal" or "subscribe".

2. Click the plus icon next to My calendars, choose New subscription from link
(read-only) and paste the address into the field that appears.

3. Click the arrow or press Enter. The calendar appears in your list.

Filter activiteiten . na. 19-10-2026 di. 20-10-2026 do. 22-10-2026 vr. 23-10-2026 za. 24-10-2026 zo. 25-10-2C =,

| vakbeurs Utrecht | verjaardag oma
< Week 43 van 2026 b

Hele da
Vandaag m 06:00

Mijn agenda's + 0700

4 Persoonlifk {5 Mjeuwe agenda
Werk Nieuwe agenda met taak lijst

Gezin

| Tandarts

o
a
= [.mple‘cnmiwedstruden‘ics ')J oi 10:00 - 12:00 10:00 - 11:30

=
Verjaardage ﬁ A !
Offert Vo
@ Voeg de kalender van ferte afronden ethal Daan

Deck openbare feestdagen toe.

Welkom bij Nextcloud De... 12:00
: : e 12:30- 13:30
Nieuwe website vereniging 13:00 o el i

Taken 14:00 14:00 - 15:00
—i Klantgesprek

ussen e
15:00

Vergadervoorstellen + 16:00 Eneries ooy

i, Geen actieve vergadervoorst... 17:00 lUCurut‘tFurlnuiler
» | .

Afspraakschema's + .

19:00
20:00

@ Prullenbak

21:00

& Agenda instellingen

Paste the address and click the arrow (1)

A subscription isn't updated instantly: your Nextcloud fetches the calendar again at set
intervals. So you might not see a change from your club until a few hours later.

Subscribing to your Google Calendar

Want to keep using your Google Calendar for now while also seeing it in your Nextcloud? In
Google Calendar, open the calendar's Settings and copy the Secret address in iCal
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format. Paste that as a subscription. This way you'll see your Google appointments in your
Nextcloud, read-only. Want to switch over completely? Then import instead, or use the
WebOké Import Tool (Transferring Google Drive, Photos, Calendar and Contacts with the
WebOké Import Tool).

Importing a calendar

1. Make sure you have an .ics file. From Google: Settings, Import & export, Export;
you'll get a zip file containing an .ics file for each calendar. Unzip the zip file first.

2. In your Nextcloud calendar, click Calendar settings at the bottom left.

. Click Import calendar (3) and choose the .ics file.

4. Choose which calendar the appointments should go into. You can also have a new
calendar created.

5. In the window, click Import calendar. Once it's done, you'll see the appointments in
your calendar.

w

[ L X ] & demo.webokecloud nlfindex. phpfapps/calendar/timeGridweek/now

Agenda Algemeen
instellingen oTdezone

Automatisch (Europe/Amsterdam)
| Algemeen

Uiterlijk Standaardagenda voor inkomende vitnodigingan

® Persoonlijk
Bewerken

Delegatie S z
Beschikbaarheidsinstellingen

Legenda activiteiten

Toetsenbord sneltoetso & Importeer agenda

CalDAV
Toegang tot Nextcioud kalenders vanuit andere applicaties en apparaten

CalDAV URL
https://demo.webokecloud.nl/remote.php/dav

Server adres voor i05 en macO5
https://demo.webokecloud.nlfremote. php/dav/principalsiusersidemo/
Uiterlijk

Verjaardagskalender

Taken in de kalender

Weekenden

Weeknummers

Calendar settings: Time zone (1), Default calendar for incoming invitations (2) and Import calendar (3)

Please note: don't import the same file twice into the same calendar. Appointments with
the same identifier are skipped or updated, but a file from a different program can still
cause duplicates. Not sure? Import into a new, empty calendar instead; you can always
delete it if it doesn't turn out right.

More on switching over with your calendar and contacts at the same time: Moving your
calendar and contacts from Google, iCloud or Outlook (ics and vCard).
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9.5 Letting people book appointments through a

booking page

With an appointment schedule, you let clients, students or members book an
appointment with you themselves. You decide when you're available and how long an
appointment lasts. You send round a link; whoever opens it only sees the free slots and
picks one. The appointment is added to your calendar automatically. You don't need a

separate booking service.

Creating an appointment schedule

1. In Calendar, click the plus icon next to Appointment schedules (1).

Filter activiteiten ..

< Week 43 van 2026

jele da
+ Evenement Vandaag 06:00
Mijn agenda's 07:00
4 Persoonlijk 08:00

Werk
09:00

Gezin 08:30 - 10:30

Verjaardagen 10:00 | amoverleg

Deck 11:00
Welkom bij Nextcloud De... 12:00

& Nieuwe website vereniging 13:00

Taken 14:00 14:00 - 15:00
Elantgesprek

& Klussen
15:00

Vergadervoorstellen + 16:00

il. Geen actieve vergadervoorst... 17:00

»
Afspraakschema's + oR 1t

19:00

20:00
@ Prullenbak

21:00

£ Agenda instellingen

Klik op het plusje bij Afspraakschema’s

Click the plus icon next to Appointment schedules (1)

12:30-13:30
Lunch met Lisa

Zwemles Noor

do. 22-10-2026

| Tandarts

10:00 - 12:00
Offerte afronden

za. 24-10-2026 z0. 25-10-2C =,

|VEl|aaniag oma

10:00 - 11:30
Voetbal Daan

| O Centactformulier

2. In the Create appointment schedule window, fill in the details:
o Appointment name (1): the name the client sees, for example Introductory

meeting.

o Location and Description: where it takes place and what the client can

expect.

o Create a Talk room: every booked appointment gets its own link for an online
meeting (only in packages including Office, see What is Talk and who has it?).

o Duration (minutes) (2) and Increments: how long an appointment lasts and
in what intervals an appointment can start.

Nextcloud manual - www.weboke.nl
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o Booking calendar (3): which calendar booked appointments go into. Under
Calendars to check for conflicts, choose which calendars should also be
taken into account, so nobody can book when you already have something else

on.

o Visibility (4): leave this set to Private, only accessible via link if only

people with the link should be able to book.

[ L X ) & demo.webokecloud.nlfindex.phpfapps/calendartimeGridWeeskinow

Maak afspraakschema

Maak afspraakschema

o Alspraak benaming
Kennismakingsgesprek

Locatie

Online of op kantoor

[0 Maak een Talk ruimte

Een unieke link wordt gegenereerd voor elke geboekte afspraak en
verzonden via een bevestigingsemail

Omschrijving

Een vrijblijvend gesprek van een half uur om kennis te maken.

Stappen

= 15 minuten

Agenda's om op conflicten te
controleren

Privé - alleen toegankelijk via link

Beschikbaarheid voor boekingen

maandag 09:00 ® aan 17:00 @

The first details of the appointment schedule

3. Scroll to Booking availability. By default, Monday (1) to Friday from 9:00 to 17:00
are filled in. Adjust the times, add an extra block with the plus icon, or remove a

block with the bin icon. A day with no block shows No times set.
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[ Z X ] & demo.webokecloud.nlfindex. php/apps/calendar/time GridWeek/now

Maak afspraakschema

Zichtbaarheid

Privé - alleen toegankelijk via link

Beschikbaarheid voor boekingen

o‘naandag 09:00 @ aan 17:00 @

dinsdag 09:00 @ aan

woensdag 09:00 @ aan

donderdag | 09:00 @ | aan

vrijdag 09:00 aan | 17:00

zaterdag Geen tijden ingesteld

zondag Geen tijden ingesteld

Planningsbeperkingen

[ Buffer v4or de activiteit [ Buffer na de activiteit

Booking availability: the times on which bookings can be made, per day

4. Under Planning restrictions (1), set a buffer before or after each appointment, the
minimum notice before someone can book, a maximum number of appointments per

day, and how far in advance bookings are allowed.

5. Click Save.
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& demo.webokecloud.nlfindex. php/apps/calendar/timeGridWeek/now

Maak afspraakschema

woensdag 09:00 @ aan 17:00 @

donderdag  09:00 @ aan 17.00 @ W

vrijdag 09:00 aan 17:00 @ [

zaterdag Geen tijden ingesteld

zondag Geen tijden ingesteld

°Plannlngsheperkingen
[ Buffer vadr de activiteit [ Buffer na de activiteit

0 minuten ~ 0 minuten

Minimale tijd védr volgende tijdslot  Max tijdsloten per dag

~

Beperk hoe in de toekomst afspraken toegevoerd kunnen worden

2 maanden

Planning restrictions (1) and the Save button

Sharing the link

Your appointment schedule is now listed in Calendar under Appointment schedules.

Hover over it with your mouse and open the menu with the three dots:

» Preview: view the booking page as a client sees it.
Copy link: the link to your booking page, to send round.
Copy: create a second schedule based on this one, for example for a longer meeting.

Edit and Delete.
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eoe

Filter activiteiten ..

< Week 43 van 2026

+ Evenement Vandaag

Mijn agenda's

% Persoonlijk

Werk

Gezin
Verjaardagen

Deck

Welkom bij Nextcloud De...

Nieuwe website vereniging

Taken

& Klussen

[ Voorbeeld

Vergadervoorstellen

il Geen actieve vergad

& Bewerk

Afspraakschema's

Kennismakingsgesprek

@ Prullenbak

£ Agenda instellingen

Het menu van je afspraakschema: link kopiéren,

The menu of your appointment schedule

E) Kopigren

™ Verwijderen

Hele da

06:00

07:00

oa:00

09:00

10:00

11:00

12:00

13:00

14:00

0

&2 Link kopiéren [

]

19:00

20:00

21:00

voorbeeld bekijken. bewerken

na. 19-10-2026

09:30 - 10:30
Teamoverleg

A

& demo.webokecloud.nlfindex. php/apps/calendar/timeGridWeek/now

di. 20-10-2026

12:30 - 13:30
Lunch met Lisa

14:00 - 15:00
Klantgesprek

Zwemles Noor

vr. 23-10-2026
| Vakbeurs Utrecht

| Tandarts

10:00 - 12:00
Offerte afronden

za. 24-10-2026 zo. 25-10-2C =,

|VEI|'aaniag oma

10:00 - 11:30
Voetbal Daan

Send the link by e-mail, add it to your signature or put it on your website (see Putting a

public calendar or booking page on your website).

How someone books an appointment

1. The client opens the link and sees the available slots.
2. They choose a date and a time slot, enter their name and e-mail address, optionally
with a comment, and click Book appointment.
3. The client receives an e-mail to confirm the appointment. The appointment is only
confirmed once they've done this.
4. The appointment is added to your booking calendar and you receive a notification.
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@ demo.webokecloud.nljfindex.php/apps/calendar/appointment/Gy|djCmyYbgG

wobchié.. WebOké Nextcloud

AD

Anne de Groot

Kennismakingsgesprek

Een vrijblijvend gesprek van een half uur om kennis te maken.

‘WebOké Nextcloud - Veilig samenwerken in je eigen cloud

The booking page as a client sees it

[ L X ] @ demo.webokecloud.nlfindex. phpfappsfcalendar/appointment/Gy|djCmyYbqG

wobckké.. WebOké Nextcloud

AD
Anne de Groot
Kennismakingsgesprek

Een vrijblijvend gesprek van een half uur
om kennis te maken.

3 27 oktober 2026
© 09:00 - 09:30
@ Europe/Amsterdam

« Terug

ﬁl‘ebﬂké Nextcloud - Veilig samenwerken in je eigen cloud

After choosing a time, the client fills in their details

Nextcloud manual - www.weboke.nl

Selecteer een datum

Okt.

2026

>

Di Wo Do Vr Za Zo

30 1

8

15

2

Q

16

3

10

17

4

11

18

22 23|24 25

29 30 31

5

6

7

1

8

Amsterdam

Selecteer tijdslot

09:00 - 09:30

09:15 - 09:45

09:30 - 10:00

09:45 - 10:15

10:00 - 10:30

10:15 - 10:45

10:30 - 11:00

10:45 - 11:15

11:00 - 11:30

11:15-11:45

|e naam

|e e-mailadres

Deel alsjeblieft alles wat kan helpen in de vo...

202 / 440



WebOké

Tip: check that your e-mail address is set in your profile (see Filling in your profile: name,
photo, email address, language and time zone). Your Nextcloud sends the confirmations on
your behalf.
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9.6 Setting working hours and absence

Let your colleagues know when you work and when you're away. You set this up under
Settings, Availability. You can also get there via Calendar settings, Availability
settings.

Your working hours

Under Availability, fill in when you work for each day. Anyone who invites you to an
appointment will then see under Find a time when you're not working (see Inviting
people to an appointment).

1. Click your profile picture in the top right, choose Settings and click Availability on
the left.

2. Click the plus sign (2) next to a day (1). A block from 9:00 to 17:00 appears; adjust
the times. Do you work with a break or in two parts? Then add another block.

3. Repeat this for the other working days and click Save.

[ L X @ demo.webokecloud.nlfsettings/userfavailability

berichten, en meer
Personal

& Profile & contact Beschikbaarheid

@ Language & locale Als je werkuren configureert, zullen andere menser 3N Wanne afwezig bent als ze een vergadering boeke
& Beveiliging S
09:00

O Meldingen P

+ Weergave en toegankelijkheid o naandag

& Delen
| @ Beschikbaarheid

© WebQOke Import Tool dinsdag
B WebOke Taken Manager
o Flow woensdag  Geen werkuren ir
& Gegevensmigratie

o Intros donderdag

Administration vrijdag

T Uiterlijk

zaterdag

zondag

[ Stel de gebruikersstatus automatisch in op "Niet storen” bulten de beschikbaarheid om alle meldingen te
dempen.

Opslaan

Beschikbaarheid: stel je werktijden in

Working hours per day (1) and the plus sign to add a block (2)

If you tick Automatically set your user status to "Do not disturb” when outside of
your availability hours in order to mute all notifications, you'll no longer receive
notifications from your Nextcloud outside your working hours. You can read more about
your status in Setting your status: online, away or do not disturb.
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Absence: vacation or leave

Going away for a while? Then fill in your absence on the same page, under Absence:

1. Choose the First day and the Last day (inclusive) (1).

2. Optionally choose a Replacement for absence (2): a colleague in your Nextcloud

whom others can contact.

3. Fill in a Short absence status (3), for example Vacationing. Others will see this

next to your name.

4. Write a Long absence message (4) stating when you'll be back and who's covering

for you.
5. Click Save (5).

eve @ demo.webokecloud nifsettings/userfavailability

n, berichten, en meer
Personal

& Profile & contact

L S zaterdag Geen werkuren ingesteld

& Beveiliging

0 Meldingen zondag

+ Weergave en toegankelijkheid

& Delen [ Stel de gebruikersstatus automatisch in op "Niet storen” buiten de beschikbaarheid om alle meldingen te

| @ Beschikbaarheid dempen,

o WebOke Import Tool

B WebOke Taken Manager

o Flow Afwezigheid

L Gegevensmigratie Configureer uw volgende afwezigheidsperiode

I Intros o 24-10-2026 O 09-11-2026
o Vervanger bij afwezigheid (optioneel)

Administration

Lg Lisa de Wit

T Uiterlijk o
Korte afwezigheidsstatis
Op vakantie

o Lang afwezigheidsbericht
Ik ben op vakantie tot en met 9 november. Vioor dringende vragen kun je terecht bij Lisa de Wit

OLE oo

Absence: period (1), replacement (2), short status (3), message (4) and Save (5)

While you're away, colleagues in your Nextcloud will see that you're not available, for

example if they send you a message in Talk. Back earlier than planned? Then click Disable

absence.

Please note: this is the absence setting within your Nextcloud. An automatic reply for

emails sent to your mailbox is set up in your mailbox itself, for example in your email

programme or in the webmail of your email package.
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9.7 Contacts: creating, groups, importing and

exporting

In the Contacts app, you keep the details of your customers, suppliers, family and friends.
Your contacts are also available on your phone and in your email program (see Calendar
and contacts on the iPhone and iPad to Calendar and contacts in Thunderbird), and the
Calendar and Mail use them to suggest names.

eee

+ Nieuwe contactpersoon o | b} Doorzoek contactpersone..

| &% Alle contactpersonan 10

& Niet gegroepeerd a

Adresboeken o +

[@ Contactpersonen

[3 Accounts

Contactgroepen o

2, Familie
&, Klanten
\ Leveranciers

» Vereniging

&8 Contactinstellingen

Anne de Groot
demo-hand

D

leiding@weboke

Eva Visser
EV =0 i
eva.vissergexampie.comn

Joost Dekker
Sportclub De Wetering

Lisa de Wit

demo-handleiding@weboke.

Mohamed El Amrani
El Amrani Installatietechniek

. Pieter Jansen
Bakkerlj Jansen

Pieter Jansen
pieter@bakkerij-jansen.exa..

Sanne Bakker
Bakker Advies

Supportteam WebOké

port@weboke.nl

Tom Visser

demo-handleiding@weboke...

adresboek in j@ WebOké Nextcloud

Contacts with numbered parts

No. Part

1 New
contact

2 Address
books

3 Contact
groups

4 Search field

5 Edit

& demo.webokecloud. nlfindex. php/appsfcontacts/alle contactpersonen/aGQty3QtamFuc2vufmivbnRhY3Rz

Pieter Jansen

Bakkeri] Jansen

e & Bewerken

2 .

Telefoon

abiel +31 30 000 0012

Voornaam

Achternaam

Email

pieter@bakkerij-
jansen.example

Gedetailleerde naam
Pieter

Jansen

Adresboek

Contactpersonen

. Contactgroepen
n Klanten

What do you use it for?

Add a contact.

Your address books. Contacts is your own address book; Accounts

automatically contains all users of your Nextcloud.

Groups such as Customers or Family. A contact can be in several groups.

Search by name, email address, organisation or phone number.

Change the open contact.
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Creating a contact

1. Click New contact.

2. Type the name (1). Then fill in the organisation, phone numbers, email addresses and
address. Use the plus sign after a field to add another phone number or email
address; use the drop-down menu in front of it to choose, for example, Work or

Home.
3. Click Save (2).

[ X ¥ | & demo.webokecloud.nlfindex. php/appsicantacts/alle contactpersonen/YTYxMDUwWMGMENZRKYSO0YmMEZLTg1ZTgtZmMxYZRKNDF|NjYSfmNvbnRhY3Rz

+ Nieuwe contactpersoon | ) Doorzoek contactpersone..

| & Alle contactpersonen D A‘““Ede Grunt e g
demo-handleiding@weboke
& Niet gegroepeerd
Eva Visser
eva.visser@example.com

EV
Adresboeken

Joost Dekker
[@ Contactpersonen Sportclub De Wetering

[E Accounts Lisa de Wit
demo-handleiding@weboke.
Contactgroepen Mohamed El Amrani

o Familie El Amrani Installatietechniek
&N

n Klanten Fotostudio Licht
» Leveranciers A

Pieter Jansen
. Vereniging Bakkerij Jansen

Pieter Jansen

pieter@bakkerij-jansen.exa

Sanne Bakker
Bakker Advies

Tom Visser

deme-handleiding@weboke,

&8 Contactinstellingen

Fill in the name (1) and click Save (2)

Fotostudio Licht

Titel

. Telefoon

= Email

X Email

¥ Adres

At the bottom, you'll find Add more info: use this to add fields such as a birthday, a
website or notes. If you fill in a birthday, it automatically appears in the Birthdays

calendar in your Calendar.

Changing or deleting a contact

Click the contact in the list and then click Edit. Make the changes you want, choose which
groups it belongs to under Contact groups, and click Save. You can delete a contact
from the menu with the three dots in the top right corner of the contact.
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+ Nieuwe contactpersoon | B}

| &% Alle contactpersonen

& Niet gegroepeerd

Adresboeken

[@ Contactpersonen

[2 Accounts

Contactgroepen

= Familie
Klanten
Leveranciers

Vereniging

8 Contactinstellingen

Doorzoek contactpersone..

Anne de Groot
demo iding@weboke...
Eva Visser

eva.viss

Joost Dekker
Sportclub De Wetering

Lisa de Wit

demo-hand

iding@weboke. WMabiel X v

Mohamed EI Amrani
El Amrani Installatietechniek
Pieter Jansen X v
Bakkerij Jansen

Pieter Jansen
pieter@bakkerij-jansen.exa..

Sanne Bakker
Bakker Advies

Supportteam WebOké

support@w

Tom Visser
demo

Pieter Jansen

Organisatie + Opslaan
Tikel Bakkeri] Jansen

‘. Telefoon

+31 30 000 0012

= Email

Email

pieter@bakkerij-jansen.example

E Gedetailleerde naam

V vegsel

Pieter

Extra namer

Jansen

Achtervoegsel

2 Contactgroepen

Contactgroepen

soon bewerken: vul aan wat [ wilt bewaren en kiik op Opslaan

Editing a contact

Contact groups

Klanten x

+ Meer informatie toevoegen

webDké Nextcloud

You create a group using the plus sign next to Contact groups. To add someone to a
group, do this while editing the contact, in the Contact groups field. Click a group (1) to

see only those people.
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[ X X & demo.webokecloud.nlfindex. php/apps/contacts/Klanten/aGOty3QtamFuc2VufmNvbnRhY3Rz

+ Nieuwe contactpersoon Doorzoek contactpersone..

2% Alle contactpersonen Pieter Jansen Pieter jan sen
Bakkerij Jansen
& Niet gegroepeerd Bakkeri] Jansen # Bewerken
Pieter Jansen
pleter@bakkerij-jansen.exa..
Adresboeken B2 .
Sanne Bakker
[@ Contactpersonen Bakker Advies
Bl Accotinis Telefoon
biel +31 30 000 0012

Contactgroepen
Email

2, Familie

pieter@bakkerij-
| 2 Kianten o e : jansen.example

2, Leveranciers

1 Gedetailleerde naam
2, Vereniging
Voornaam  Pieter
Achternaam Jansen
Adresboek

ek Contactpersonen

. Contactgroepen
:n  Klanten

&8 Contactinstellingen

Een contactgroep toont alleen de

Only the contacts in the Customers group (1)

You can invite a contact group to an appointment in the Calendar (see Inviting people to
an appointment). Do you work with the same colleagues on files and conversations? Then
it's better to use a team (see Creating teams and sharing a folder with your whole team).

Multiple contacts at once

Click the round photo or the letters in front of a name to select the contact. Buttons
appear at the top of the list to delete the selected contacts, add them to a group, or move
them to another address book. If you've selected exactly two contacts, you can also merge
them. This is handy for duplicates, see Cleaning up duplicate contacts after transferring.

Importing: contacts from Google, iCloud or Outlook

1. Export your contacts in the old program as a vCard (.vcf). In Google Contacts, this is
called exporting as vCard; in iCloud, select all contacts and choose Export vCard.

2. In Contacts, click Contacts settings at the bottom left.

3. Click Import contacts (1). Choose whether the file is on your computer or already in
your Nextcloud, and which address book it should go into.

4. Afterwards, you'll see how many contacts have been imported.
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[ Z X ] a8 demo.webokecloud.nlfindex. phplappsicantacts/alle contactpersonen/ZGVih3S6LXNIcnZlcilnZWSIemFOZWQILXNSc3RIbO==

Contactinstelling Algemeen

Sorteer contactpersonen op
I Algemeen

reatoar: Weergavenaam

Avatars van sociale media bijwerken
Eenmaal per week vernieuwd

o & Importeer contactpersonen

Adresbhoeken

Contactpersonen

o
=4
& contactpersonen - 4 grospen

Accounts
Systeem-adresboek met daarin alle accounts

4 contactpersonen - 0 grospen

+ Nieuw adresboek o

contacts §.9.2

Contacts settings: Import contacts (1) and New address book (2)

Please note: only import a file once. Importing it twice creates duplicate contacts. Not
sure? First create a new, empty address book with New address book (2) and import into

that. Contacts reads vCard 3.0 and 4.0.

Exporting and making a backup

In Contacts settings, under Address books, you'll find each address book with a menu
(the three dots). Choose Download there to save the entire address book as a .vcf file.

With Copy link, you get the address book's address for a program that works with

CardDAV. Use the share button to share an address book with someone in your Nextcloud.
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@ demo.webokecloud.nlfindex.php/appsfcontacts/Alle contactpersonen/ZGVtb3S6LXNIcnZIciLnZWSlcmFOZWQILXNSc3RIbO

Contactinstelling Algemeen

Sorteer contactpersonen op

I Algemeen

e Weergavenaam

Avatars van sociale media bijwerken
Eenmaal per week vernieuwd

& Importeer contactpersonen

Adreshoeken

Contactpersonen

& contactpersonen - 4 grospen

Accounts
Systeem-adresboek met daarin alle accounts

4 contactpersonen - 0 en

+ Nieuw adresboek

contacts §.9.2

The menu of an address book

Nextcloud manual - www.weboke.nl
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W Verwijderen
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9.8 Tasks: lists, deadlines and subtasks

With the Tasks app, you keep track of to-do lists, on your own or together. A task list in
your Nextcloud is a kind of calendar; that's why tasks with a date also show up in
Calendar, and you can use them on your phone (see Tasks on your phone: Reminders on
the iPhone, Tasks.org on Android).

[ L X & demo.webokecloud.nlfindex. php/appsitasks/calendars/hd-klussen

Voeg een taak toe aan *Kl .
¥r Belangrijk o = (_ Visitekaartjes bijbestelleri

M Vandaag [ Offerte Bakkerij Jansen versturen

B Week [ Prijzen controleren
O Alle [ Bonnetjes in de boekhouding zetten

~* Huidige Kerstpakketten bestellen

Persoonlijk

| ® Klussen o 3 .

@ Deck: Welkom bij Nextclo...

@ Laad de afgeronde taken van lijst "Klussen".

® Deck: Nieuwe website ve..

<+ Lijst toevoegen o

M Prullenbak

&8 Taak instellingen

Tasks: new task (1), the Klussen list (2), Add list (3) and the smart lists such as Important (4)

Creating a list

Click Add list on the left (3), type a name and choose a colour. At the top, you'll find smart
lists (4) that your Nextcloud fills in automatically: Important (starred tasks), Today,
Week, All, Current and Finished.

Adding a task

1. Click the list on the left (2).
2. Type the task in the Add a task to field (1) and press Enter.
3. Click the task to open its details.

Deadlines, priority and notes

On the right, you'll see the task's details:
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1r Belangrijk

M Vandaag

B Week

O Alle

~* Huidige

+ Afgerond
Persoonlijk

| ® Klussen

@ Deck: Welkom bij Nextclo...

@ Deck: Nieuwe website ve...

=+ Lijst toevoegen

[ Prullenbak

6 Taak instellingen

De details van een taak: vervaldatum, prioriteit.

The details of a task

3

Voeq ean taal

an *Kluss

=t + Visitekaartjes bijbestelle

[] Offerte Bakkeri] Jansen versturen
[ Prijzen controleren
B Veerwaarden-toaveegen

[ Bonnetjes in de boekhouding zetten

Kerstpakketten bestellen

ang. notities en herinneringen

%

o

S D

]

o

Offerte Bakkerij Janse... -

Vanaag aangemaakt om 16:03
Instellen begindatum

op 27 oktober 2026

Niet herhalen

Klussen

@ B

Details o Notities
—_—

©» Toon gehele afspraak wanneer ged

T Actie vereist

Prioriteit 1: hoog

neringen

+ Voeg herinnering toe

« Due date (1): when the task needs to be finished. Use Set start date to also
choose when you start.
e Priority (2): from low to high. A star in the list marks a task as important.
* % Done (3): how far you've got.
» Notes (4): on the tab next to Details, you write extra explanation, for example
exactly what needs to be done.

« Add reminder (5): get a notification.

Tick off a task using the checkbox in front of it. Finished tasks disappear from the list; at

the bottom of the list, you can load them again.

Subtasks

Does a task consist of several steps? Open the menu with the three dots next to the task
and choose Add subtask. Subtasks appear indented under the main task. You can also
drag a task onto another task with your mouse to turn it into a subtask.

Your week in one overview

Click Week to see everything due in the coming seven days, from all your lists.

Nextcloud manual - www.weboke.nl

213 /440



WebOké

L & demo.webokecloud.nlfindex. php/apps/tasks/collections/week

1r Belangrijk

M Vandaag

| 8 week

O Alle
~* Huidige
» Persoonlijk

@ Klussen

@ Deck: Welkom bij Nextclo...

@ Deck: Nieuwe website ve...

+ Lijst toevoegen

[ Prullenbak

6 Taak instellingen

Vandaag, 24 oktober 2026
B List : Bezig
B Planning bespreken in Talk
Morgen, 25 oktober 2026
W List : Bezig
W Contactformulier maken
maandag, 26 oktober 2026
[0 Offerte Bakkerij Jansen versturen
[ Prijzen controleren
dinsdag, 27 oktober 2026
[1 Offerte Bakkerij Jansen versturen
W List : Te doen
W Teksten voor de homepage schrijven
zaterdag, 31 oktober 2026

[1 Bonnetjes in de boekhouding zetten

week: alles wat de komende zeven dagen af moet

Everything due this week

Sharing a list

Click the share button next to the list to share it with someone in your Nextcloud. That
way, you can work together in a single list, for example for shopping or household chores.
For how this works with a mix of iPhones and Android phones, see Tasks on your iPhone
and Android at the same time.

Tip: do you use Deck for your projects? Cards with a due date also show up in your

Calendar and here in Tasks, in a list named after the board (see Deck: boards, lists and

cards, and using them together and A Deck board with deadlines in your calendar).
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9.9 Calendar and contacts on the iPhone and iPad

Your iPhone and iPad can work directly with your WebOké Nextcloud calendar and
contacts. You don't need an extra app: in the settings, you add a CalDAV account for
your calendars (and tasks) and a CardDAV account for your contacts. After that, you'll
see everything in the regular Calendar, Contacts and Memories apps, and anything you
change there is updated straight away in your Nextcloud.

What do you need?

Details Where to find it

The address of your The address in your browser's address bar, for example
Nextcloud yourname.webokecloud.nl

Your username The name you log in with

An app password You'll create this in step 1

Please note: your regular password won't work here. Your WebOké Nextcloud asks for an
extra code when you log in, and a calendar or contacts app can't fill that in. So use an app
password instead: a separate password for one device or program. You'll find out how to
create one in App passwords: when and how to use them; a short version follows below.

Step 1: create an app password

1. Log in to your WebOké Nextcloud on your computer, click your profile picture in the
top right and choose Settings.

2. Click Security on the left and scroll to Devices & sessions.

3. Enter a recognisable name under App name (1), for example iPhone calendar, and
click Create new app password (2). Your Nextcloud may ask for your regular
password again.

4. You'll now see your Login (your username) and a long Password. Leave this window
open, you'll need it shortly. The password is only shown once.
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& demo.webokecloud.nlfindex. phpfsettingsfuser/security

Personal O nloggen zonder wachtwoord

Stel voor je account wachtwoordloze authenticatie in volgens de FIDO2 standaard
Profile & contact

Language & locale l © Geen apparaten geconfigureerd,

Bevelliging
Meldingen

Weergave en toegankelijkheid
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The new app password: copy the login and password into your phone or program
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Tip: do you also have a Mac? Copy the password on the Mac and paste it on your iPhone.
With the same Apple account, copying and pasting between your devices works
automatically.

Step 2: add your calendar (CalDAV)

1. Open the Settings app on your iPhone or iPad.

2.i0S 18 and later: tap Apps, then Calendar, then Calendar Accounts. On an older
iOS version, tap Calendar and then Accounts.

3. Tap Add Account, choose Other at the bottom and tap Add CalDAV Account.

. Fill in the details as shown in the table below and tap Next.

5. Turn on Calendars, and also Reminders if you want to see your tasks. Tap Save.

S

Field on the iPhone What to enter

Server <your-address>, for example yourname.webokecloud.nl

Username Your username (also shown in the app password window)

Password The app password from step 1

Description The iPhone fills this in itself; you could change it to WebOké Nextcloud

Does the iPhone say it can't verify the account? Try again and enter the full address under
Server:

https://<your-address>/remote.php/dav/principals/users/<username>/

You can also copy this address from your Nextcloud: open Calendar, click Calendar
settings at the bottom left and click the copy button (2) next to Server Address for iOS
and macOS under CalDAV.
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@ demo.webokecloud.nlfindex.php/appsicalendartimeGridweek/now

Agenda
instellingen

| Algemeen

Uiterlijk

Bewerken

Delegatia

Legenda activiteiten

Toetsenbord sneltoetsen

Algemeen
Tijdzone

Automatisch (Europe/Amsterdam)

Standzardagenda voor inkomende uitnodigingan

@ Persoonlijk

Beschikbaarheidsinstellingen

&, Importeer agenda

CalDAV
Toegang tot Nextcloud kalenders vanuit andere applicaties en apparaten

ZalDAV URL
https://demo.webokecloud.ni/remote. php/day

Server adres voor i05 en macO5

https://demo.webokecloud.nifremote. php/dav/principalsiusersidema/
Uiterlijk

Verjaardagskalender

Taken in de kalender

Weekenden

Weeknummers

Calendar settings shows the CalDAV URL (1) and the Server Address for iOS and macOS (2), each with a copy

button

Step 3: add your contacts (CardDAV)

1. In Settings, go to Apps, Contacts, Contact Accounts (on an older iOS version:

Contacts, Accounts).

2. Tap Add Account, Other and Add CardDAV Account.
3. Enter the same server, username and app password as for the calendar and tap

Next.

You can use the same app password on the same device for both the calendar and

contacts.

Step 4: check that it works

» Open the Calendar app and tap Calendars at the bottom. Your Nextcloud calendars

appear under the name of the new account. Tick the ones you want to see.

» Open Contacts and tap Lists at the top left: you'll see your Nextcloud address book.
» Create a test appointment in your Nextcloud calendar on the iPhone and check in
your browser whether it appears in your Nextcloud.

Nextcloud manual - www.weboke.nl

218 /440



WebOké

New appointments and contacts straight into your Nextcloud

Want new appointments and contacts to go straight into your Nextcloud, instead of iCloud
or your iPhone? Then set your Nextcloud as the default:

« Calendar: Settings, Apps, Calendar, Default Calendar.
» Contacts: Settings, Apps, Contacts, Default Account.

Tip: do you also use the Nextcloud app for your files? That's separate from this; calendar
and contacts always run through your iPhone's settings. See The Nextcloud app on iPhone
or iPad for the app.

Not working? Check Calendar or contacts don't show up on the phone. Your tasks on the
iPhone: Tasks on your phone: Reminders on the iPhone, Tasks.org on Android.
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9.10 Calendar and contacts on Android with
DAVXx5

Android can't work with your Nextcloud calendar and contacts on its own. For that, you use
the DAVX5 app. It fetches your calendars, contacts and tasks and puts them into your
phone's regular apps, such as Google Calendar, Samsung Calendar or the Contacts app.
Anything you change on your phone also goes back to your Nextcloud.

Installing DAVx5

Where Cost
Google Play Paid app (a one-off payment of a few euros)
F-Droid Free

You'll also find the link on our download page www.weboke.nl/download, under Nextcloud.
Want your tasks on your phone too? Then first install a tasks app such as Tasks.org (see
Tasks on your phone: Reminders on the iPhone, Tasks.org on Android), and install DAVx5
afterwards.

Method 1: logging in with Nextcloud (recommended)

With this method, you log in via your own Nextcloud's login screen, using your login code.
DAVX5 then creates an app password itself. So you don't need to type anything in yourself.

1. Open DAVx5 and give the app permission for your calendars and contacts. Also let
DAVX5 run outside battery optimisation if the app asks for this, otherwise syncing will
stop.

2. Tap the plus button to add an account.

. Choose the login method for Nextcloud.

4. Enter your Nextcloud's address, with https:// in front of it, for example
https://yourname.webokecloud.nl, and continue.

5. Your browser opens your WebOké Nextcloud's login screen. Click Login, log in with
your username, your password and the login code, and click Grant access.

6. Back in DAVx5: give the account a name. If you use your email address, invitations
will look right. Tap Create account.

7. Open the account in DAVx5. On the CardDAV tab, tick the address books, and on the
CalDAV tab, tick the calendars and task lists.

8. Tap to sync. After a minute, your appointments and contacts will be on your phone.

w

Tip: already have the Nextcloud app on your phone? In its settings, you'll find the option
Sync calendar and contacts. This opens DAVx5 and fills in your details for you. See The
Nextcloud app on Android.
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Method 2: with address, username and app password

Doesn't method 1 work, for example because the browser doesn't switch back to DAVx5?
Then use an app password.

1. Log in to your WebOké Nextcloud on your computer, click your profile picture in the
top right and choose Settings.

2. Click Security on the left and scroll to Devices & sessions.

3. Under App name, enter a recognisable name (1), for example Android calendar,
and click Create new app password (2). Your Nextcloud may ask for your regular
password again.

4. You'll now see your Login (your username) and a long Password. Keep this window
open: you'll need it in a moment. The password is only shown once.

Personal D nloggen zonder wachtwoord

Stel voor je account wachtwoordloze authenticatie in volgens de FIDO2 standaard

& Profile & contact
@ Llanguage & locale | © Geen apparaten geconfigureerd,

| & Beveiliging WebAuthn-apparaat toevoagen

0 Meldingen

¥ Weergave en toegankelijkheid

Begin-tot-eind versleuteling

End-to-end encryption is currently disabled. You can set it up with the Nextcloud clients

& Delen

@ Beschikbaarheid
o WebOke Import Tool Enable EZEE navigation in browser
B WebOke Taken Manager

o» Flow

& Gegevensmigratie

o Intros Apparaten & sessies
Web, desktop en mobiele clients die momenteel zijn ingelogd op je account
. Administration
Apparaat Laatste activiteit

T Uiterlijk
@ Huidige sessie enkele seconden geleden
@ handleiding enkele seconden geleden  «-
App naam
o {Agenda iPhone Annel ]

Creéer een nieuw app wachtwoord o

Geef het app-wachtwoord een naam en klik op Creéer @en nieuw app wachtwoord

Give the app password a name (1) and click Create new app password (2)
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[ X X ] @ demo.webokecloud.nljfindex.php/settings/user/security

Nieuw appwachtwoord x

Gebruik de gegevens hieronder om je app of
apparaat te configureren, Uit
veiligheidsoverwegingen wordt dit wachtwoord
slecht eenmaal getoond.

Login
( demo

Wachtwoord —
37WQM- GEBe T - BPRWG -waDy T - PHLW3

Toon QR code voor mobiele apps

The new app password: copy the login and password into your phone or program

5. In DAVX5, tap the plus button and choose to log in with a URL and username.
6. Enter the details from the table below and continue.
7. Create the account and tick the calendars and address books as in method 1.

Field in DAVX5 What do you enter?

Base URL https://<your-address>/remote.php/dav
Username Your username

Password The app password

In this article, replace <your-address> with the address you use to open your Nextcloud
in a browser (without https://), for example yourname.webokecloud.nl or
cloud.yourcompany.com. Replace <username> with your username.

Seeing your calendars in the calendar app

Open your calendar app (for example Google Calendar or Samsung Calendar) and look in
the menu for the list of calendars. Your Nextcloud calendars appear under the name of
your DAVx5 account. Switch them on. In Google Calendar, you can then choose a separate
colour for each calendar.
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Creating a new appointment on your phone? Choose your Nextcloud calendar at the top of
the appointment, otherwise it'll end up in your Google calendar.

Useful settings in DAVX5

Setting Advice

Sync interval Every 15 or 30 minutes is a good choice. Shorter intervals use more battery.
Battery Turn this off for DAVx5, otherwise Android will shut the app down. Samsung,
optimisation Xiaomi and Huawei sometimes have extra settings for this.

Wi-Fi only Only turn this on if you want to save mobile data; you then won't see

changes while out and about.

Contact groups Leave the default setting unless you don't see your groups properly on your
phone.

Not working? See Calendar or contacts don't show up on the phone. Your tasks on Android:
Tasks on your phone: Reminders on the iPhone, Tasks.org on Android.
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9.11 Calendar and Contacts on the Mac

On the Mac, the apps Calendar, Contacts and Memories work directly with your
WebOké Nextcloud. You add a CalDAV account for your calendars and tasks and a CardDAV
account for your contacts.

Please note: your usual password won't work here. Your WebOké Nextcloud asks for an
extra code when you log in, and a calendar or contacts app can't fill that in. So use an app
password instead: a separate password for one device or program. You'll find out how to
create one in App passwords: when and how to use them; here's a short summary.

Step 1: create an app password

1. Log in to your WebOké Nextcloud on your computer, click your profile picture in the
top right and choose Settings.

2. Click Security on the left and scroll to Devices & sessions.

3. Enter a recognisable name under App name (1), for example Mac calendar, and
click Create new app password (2). Your Nextcloud may ask for your usual
password once more.

4. You'll now see your Login (your username) and a long Password. Leave this window
open, you'll need it in a moment. The password is only shown once.

en, berichten, en meer

Personal O nloggen zonder wachtwoord

Stel voor je account wachtwoordloze authenticatie in volgens de FIDO2 standaard

& Profile & contact

@ Language & locale I @ Geen apparaten geconfigureerd,

| & Beveiliging WebAuthn-apparaat toevoegen
0 Meldingen
+ Weergave en toegankelijkheid

& Delen

Begin-tot-eind versleuteling

End-to-end encryption is currently disabled. You can set it up with the Nextcloud clients

@ Beschikbaarheid
© WebOke Import Tool Enable EZEE navigation in browser
B WebOke Taken Manager
o Flow
& Gegevensmigratie
m Intros Apparaten & sessies
Web, desktop en mabiele clients die momenteel zijn ing

Administration

Apparaat Laatste activiteit
T Uiterlijk

@ Huidige sessie enkele seconden geleden

@ handleiding enkele seconden geleden -

App naam
o (Agenda iPhone Anng ]

Creéer een nieuw app wachtwoord e

Geef het app-wachtwoord een naam en klik op Creéer een nieuw app wachtwoord

Give the app password a name (1) and click Create new app password (2)
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Nieuw appwachtwoord x

Gebruik de gegevens hieronder om je app of
apparaat te configureren, Uit
veiligheidsoverwegingen wordt dit wachtwoord
slecht eenmaal getoond.

Login
[demo ] ]
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Toon QR code voor mobiele apps

The new app password: copy the login and password into your phone or program

Step 2: add your calendar

. Open the Calendar app on your Mac.

. Choose Calendar in the menu bar, then Add Account.

. Choose Other CalDAV Account and click Continue.

. Choose Manual for Account Type.

. Enter your username, the app password and <your-address> as the server
address, then click Sign in.

6. Choose which apps may use the account: Calendars and, if you want, Reminders.

o B~ WN B

Doesn't Manual work? Then choose Advanced for Account Type and fill it in like this:

Field What do you enter?

Username Your username

Password The app password

Server Address <your-address>

Server Path /remote.php/dav/principals/users/<username>/
Port 443, with SSL ticked
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Step 3: add your contacts

1. Open the Contacts app.

2. Choose Contacts in the menu bar, then Add Account.

3. Choose Other Contacts Account and click Continue.

4. Choose CardDAV and Manual for Account Type. Enter your username, the app
password and <your-address>, then click Sign in.

Throughout this article, replace <your-address> with the address you use to open your
Nextcloud in the browser (without https://), for example yourname.webokecloud.nl or
cloud.yourcompany.com. Replace <username> with your username.

You can also add both accounts via System Settings, Internet Accounts. The exact
names of the buttons vary slightly between macOS versions, but the details you enter are
the same.

Choosing a default calendar

In the Calendar app, go to Calendar, Settings, General and choose a calendar from your
Nextcloud under Default Calendar. New appointments will then automatically go into
your Nextcloud. In Contacts, choose the Default Account under Settings, General.

Tip: do you see duplicate contacts on your Mac after transferring them? The Contacts app
can find and merge duplicate cards. See Cleaning up duplicate contacts after transferring.
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9.12 Calendar and contacts in Thunderbird

Thunderbird is a free, open-source mail program for Windows, Mac and Linux, with a
built-in calendar and address book. You can connect it to your Nextcloud calendars, task
lists and contacts. Anything you change in Thunderbird then also appears in your
Nextcloud, and the other way round.

Please note: your usual password doesn't work here. Your WebOké Nextcloud asks for an
extra code when logging in, and a calendar or contacts app can't fill that in. So use an app
password instead: a separate password for one device or program. You'll find out how to
create one in App passwords: when and how to use them; here's a quick summary below.

Step 1: create an app password

1. Log in to your WebOké Nextcloud on your computer, click your profile photo in the
top right and choose Settings.

2. Click Security on the left and scroll to Devices & sessions.

3. Under App hame, enter a recognisable name (1), for example Thunderbird, and
click Create new app password (2). Your Nextcloud may ask for your usual
password again.

4. You'll now see your Login (your username) and a long Password. Leave this window
open: you'll need it in a moment. The password is only shown once.

[ X X | & demo.webokecloud.nlfindex. php/settings/user/security

berichten, en meer

Personal O nloggen zonder wachtwoord

Stel voor je account wachtwoordloze authenticatie in volgens de FIDO2 s
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0 Meldingen

+ Weergave en toegankelijkheid

Begin-tot-eind versleuteling

End-to-end encryptien is currently disabled. You can set it up with the Nextcloud clients

& Delen
@ Beschikbaarheid
= WebOke Import Tool Enable EZEE navigation in browser
B WebOke Taken Manager
o Flow
& Gegevensmigratie
o Intros Apparaten & sessies
Web, desktop en mobiele clients die momenteel zijn

Administration

Apparaat Laatste activiteit
T Uiterlijk

@ Huidige sessie enkele seconden geleden

@ handleiding enkele seconden geleden =

App naam
Agenda iPhone Anng J

Creéer een nieuw app wachtwoord o

Give the app password a name (1) and click Create new app password (2)
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[ X X ] @ demo.webokecloud.nljfindex.php/settings/user/security

Nieuw appwachtwoord x

Gebruik de gegevens hieronder om je app of
apparaat te configureren, Uit
veiligheidsoverwegingen wordt dit wachtwoord
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Login
( demo
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37WQM- GEBe T - BPRWG -waDy T - PHLW3

Toon QR code voor mobiele apps

The new app password: copy the login and password into your phone or program

Step 2: add your calendar

. Open Thunderbird and click the Calendar icon on the left.

. Click New Calendar at the bottom left.

. Choose On the Network and click Next.

. Enter your username under Username and the address from the table below under

Location.

5. Click Find Calendars. Enter the app password when Thunderbird asks for a
password, and tick the box to let Thunderbird remember it.

6. Thunderbird shows all your Nextcloud calendars and task lists. Tick the ones you

want to see and click Subscribe.

A W N -

Field in Thunderbird What do you enter?

Username Your username

Location https://<your-address>/remote.php/dav
Password The app password

In this article, replace <your-address> with the address you use to open your Nextcloud
in the browser (without https://), for example yourname.webokecloud.nl or
cloud.yourcompany.com. Replace <username> with your username.
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You'll find your task lists in Thunderbird under Tasks, the icon with the tick mark on the
left.

Step 3: add your contacts

1. Click the Address Book icon on the left.

2. Click the arrow next to New Address Book and choose Add CardDAV Address
Book.

3. Enter your username and, under Location, the same address as for the calendar.

4. Click Continue, enter the app password and choose the address books you want to
add.

Your mail in Thunderbird

You add your mailbox separately in Thunderbird, using the email address and password for
that mailbox. This has nothing to do with your Nextcloud. Want to read your mail in your
Nextcloud? See Adding your mailbox to the Email app.

Tip: Thunderbird can send appointment invitations itself via your mailbox. If participants
aren't receiving your invitations, or get them twice, read Appointment invitations that
don't arrive.
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9.13 Calendar in Outlook with CalDav
Synchronizer

Outlook can't work with a CalDAV calendar on its own. With the free CalDav
Synchronizer add-in for Outlook on Windows, it can: it keeps a calendar folder in Outlook
in sync with a calendar in your WebOké Nextcloud, in both directions. It can also
synchronise contacts and tasks.

Let op: this only works in the classic Outlook programme for Windows (part of Microsoft
Office or Microsoft 365). The new Outlook for Windows, Outlook on the web and Outlook for
Mac don't support this add-in. There, you can only view your calendar via a subscription
link, see Outlook and Nextcloud calendar side by side.

Let op: your normal password won't work here. Your WebOké Nextcloud asks for an extra
code when you log in, and a calendar or contacts app can't fill that in. So use an app
password: a separate password for one device or program. You'll find out how to create
one in App passwords: when and how to use them; here's the short version.

Step 1: create an app password

1. Log in to your WebOké Nextcloud on your computer, click your profile picture in the
top right and choose Settings.

2. Click Security on the left and scroll down to Devices & sessions.

3. Enter a recognisable name in App name (1), for example Outlook, and click Create
new app password (2). Your Nextcloud may ask for your normal password again.

4. You'll now see your Login (your username) and a long Password. Leave this window
open, you'll need it in a moment. The password is only shown once.
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Toon QR code voor mobiele apps

The new app password: copy the login and password into your phone or programme
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Step 2: install CalDav Synchronizer

1. Download the add-in from the official website caldavsynchronizer.org.

2. Close Outlook and start the installer.

3. Open Outlook. You'll now see a CalDav Synchronizer tab at the top. The add-in is in
English.

Step 3: create an empty calendar folder in Outlook

In Outlook, create a new, empty calendar alongside your existing calendars, for example
WebOké Nextcloud. Your Nextcloud calendar will go there. Don't use your existing
Outlook calendar: this keeps the two separate and means you won't lose anything.

Step 4: the synchronisation profile

1. On the CalDav Synchronizer tab, click Synchronization Profiles.

2. Click the green plus icon (Add new profile) and choose Nextcloud.

3. Give the profile a name and choose the empty calendar from step 3 under Outlook
folder.

4. Enter the server details from the table below.

5. Click Discover resources and assign to Outlook folders (or Test or discover
settings) and choose which Nextcloud calendar belongs to the Outlook folder.

6. Click OK. The first synchronisation starts.

Field in CalDav Synchronizer What do you enter?

DAV URL https://<your-address>/remote.php/dav/
Username Your username

Password The app password

Email address Your email address (as in your Nextcloud profile)

In this article, replace <your-address> with the address you use to open your Nextcloud
in the browser (without https://), for example yourname.webokecloud.nl or
cloud.yourcompany.com. Replace <username> with your username.

Contacts and tasks

For your contacts and tasks, create an additional profile the same way, with an empty
folder for contacts or tasks in Outlook. When discovering resources, choose your address
book or task list instead.
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Good to know

« The add-in synchronises every few minutes by default. You can set the interval in the
profile.

» If there's an error, you'll see a notification in the bottom right. The most common one
is 401 Unauthorized: the app password is wrong or has been revoked. Create a
new app password and enter it in the profile.

« Invitations you send from Outlook go through your Outlook email account. Also read

Appointment invitations that don't arrive and Outlook and Nextcloud calendar side
by side.
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9.14 Tasks on your phone: Reminders on the
iPhone, Tasks.org on Android

You can also keep track of the tasks from the Tasks app of your WebOké Nextcloud (see
Tasks: lists, deadlines and subtasks) on your phone. A task list in your Nextcloud is actually
a calendar that contains tasks. That's why tasks travel via the same connection as your
calendar.

On the iPhone and iPad: Reminders

1. Connect your Nextcloud calendar to your iPhone as described in Calendar and
contacts on the iPhone and iPad.

2. Check in Settings under the CalDAV account whether Reminders is switched on.

3. Open the Reminders app. Your task lists appear under the name of your Nextcloud
account.

Create new tasks in a list under your Nextcloud account. Tasks in an iCloud list or On My
iPhone don't end up in your Nextcloud.

On Android: Tasks.org or jtx Board with DAVx5

1. Install a tasks app that works with DAVx5, for example Tasks.org or jtx Board
(Google Play or F-Droid).

2. Connect your Nextcloud with DAVx5 as described in Calendar and contacts on
Android with DAVx5. Already had DAVx5?7 Open the account in DAVX5; if the tasks
app is new, DAVx5 asks for permission for tasks. Give it.

3. In DAVX5, on the CalDAV tab, tick your task lists.

4. Open your tasks app: your Nextcloud lists appear in it, under the name of your
DAVx5 account.

On the computer

In the browser, you use the Tasks app. Thunderbird shows your tasks under Tasks (see
Calendar and contacts in Thunderbird), and Outlook can retrieve them with CalDav
Synchronizer (see Calendar in Outlook with CalDav Synchronizer). On the Mac, you use the
Reminders app (see Calendar and Contacts on the Mac).

What comes along?

Item Nextcloud iPhone Reminders Tasks.org
Tasks (Android)

Title, note, ticking off Yes Yes Yes

Due date and start date Yes Yes Yes
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Priority Yes Yes Yes

Subtasks Yes Sometimes as a separate Yes
task

Reminders labels and No Only in iCloud lists No

sections

Tip: it's best to create a new shared task list in your Nextcloud, using Add list in the Tasks
app. For how to work in one list together with iPhone and Android users: Tasks on your
iPhone and Android at the same time.
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9.15 Adding your mailbox to the Email app

With the Email app, you read and write your email in your WebOké Nextcloud, alongside
your files, calendar and contacts. Your Nextcloud is not a mailbox itself: you connect your
existing mailbox, for example from your WebOké hosting package or Email Only package.
Mailboxes from other providers work too.

Tip: don't have your own email address on your own domain name yet? With an Email
Only package from WebOké, you get a mailbox that you connect here.

Connecting automatically

1. Open the Email app in the bar at the top. The first time, you'll see Connect your
mail account.

2. Leave the Automatic tab (1) open.

3. Check your name and enter your Email address (2) and the Password of your
mailbox (3). This is the password of the mailbox itself, not the one for your
Nextcloud.

4. Click Connecting (4). Your Nextcloud will look up the right settings itself.

[ X ] & demo.webokecloud.nlfindex. php/appsimail/setup

Verbind je e-mailaccount

o- tomatisch Handmat

Naam
[_An ne de Groof|

E-mailadres
o demo-handieiding@weboke.nl

o Wachtwoord
1

Classificeer als belangrijk

Automatic (1), your email address (2), the password of your mailbox (3) and Connecting (4)

For most mailboxes at WebOké, this works straight away. If it doesn't work, use Manually.
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Connecting manually

Click the Manually tab and fill in the details. For a mailbox at WebOké:

Field What do you enter? (mailbox at WebOké)

IMAP Host Your domain name, for example yourdomain.com (see the note
below)

IMAP security SSL/TLS

IMAP port 993

IMAP username Your full email address

IMAP password The password of your mailbox

SMTP host Same as the IMAP host

SMTP security STARTTLS

SMTP port 587

SMTP username and Same as for IMAP

password

e e & demo.webokecloud nlfindex. phpfapps/mailjsetup

Verbind je e-mailaccount

Automatisch Handmatig
Maam
Anne de Groot
E-mailadres

naam@jouwdomein.nl

IMAP instellingen

MAPhOSY —
o jouwdomein.nl

IMAP beveiliging *

oGeeﬂ EEIIEE STARTTLS

IMAP poort

o 993

. , IMAP gabruike

arsnaam
o naam@jouwdomein.nl

IMAP wachtwoord

SMTP instellingen
SMTP host

jouwdomein.ni

SMTP beveiliging *

IMAP: host (1), security SSL/TLS (2), port 993 (3) and username (4)
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[ E X ] & demo.webokecloud.nlfindex. php/appsimailisetup

TANAarES
naami@jouwdomein.nl

IMAP instellingen
IMAP host
jouwdomein.nl

IMAP beveiliging *

@ssuru—: STARTTLS

IMAP poart

993

IMAP gabruikarsnazm —
naam@jouwdomein.nl

IMAP wachtwoord

SMTP instellingen
SMTP host S
o jouwdomein.nl
"

SMTP beveiliging *
e Geen SSLTLS Eﬂiiia
e SMTP poort
© s
| AT

MTP gebruikersnaam
naam@jouwdomein.nl

SMTP wachtwoord

Classificeer als belangrijk

Do

SMTP: host (1), security STARTTLS (2), port 587 (3) and Connecting (4)

Please note: does your domain's DNS not point to WebOké, for example because your
website is hosted elsewhere and you only have an Email Only package with us? Then the
domain name won't work as the host. In that case, enter the server name of your mail
package instead. You'll find it in the email you received when you purchased the package,
and it looks like linux2410.webawere.nl.

With another provider (Gmail, Outlook.com, KPN, Ziggo), you'll find the IMAP and SMTP
details on that provider's website. Gmail and Outlook.com often require a separate app
password from their end.

After connecting

Your Nextcloud now retrieves your mail. For a large mailbox, this may take a while the first
time; you can simply carry on in the meantime. You can read how to work with the app in
Reading and writing mail, folders and saving attachments to Files.

Adding a second mailbox, or removing a mailbox

Want to add another mailbox? Click Email settings at the bottom left and choose Add
mail account. Via the menu with the three dots next to your account in the left-hand
column, you'll find the Account settings (including your Signature), and you can
remove the account again with Remove account. This only removes the connection; your
mail simply stays in your mailbox.
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& demo.webokecloud.nlfindex. phpfapps/mailfbox/1

+ Nieuw bericht e O [Zaek in map

» Prioriteit
Vandaag

pI Pieter Jansen 15:27
: . nisuwe we...
@ Postvak in (o Gebruikt quotum: 2% (100 Eibank voor
¢ Favorieter MB) esprek van...
Accountinstellingen -bakk...
# Conceptel B ing
& Account delegeren t 14:27
> Verzondef teamoverleg ®
O Toon alleen geabonneerde mappen | pe
0 Ongewent sy
[ Map toevoegen in het..
@ Verwijder @ Verwijder account tker 13:27 Welkom bij WehOké Nextcloud Mail

| W Projecten T "_*"Ui";r“";mge"de - @ Begin met het schrijven van een bericht
g Ul e door hieronder te klikken, of selecteer een
Mappen Iinklappen volgende week dinsda.. bestaand bericht om de inhoud weer te geven
Sportclub De Wetering
Wedstrijdschema n...
Beste leden, In de
bijlage van de..

+ Nieuw bericht

£ E-mail instellingen

The menu of your mail account
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9.16 Reading and writing mail, folders and saving
attachments to Files

Have you connected your mailbox (see Adding your mailbox to the Email app)? Then you
work in the Email app just like in any mail program. Everything you do also really happens
in your mailbox: a message you've read is also marked read on your phone, and a
message you move appears in the new folder everywhere.

[ E ¥ | & demo.webokecloud. nlfindex. php/appsimail/box/1/thread/39

+ Nieuw bericht c O [ Zoek In map

» Frioriteit
Vandaag

Hallo Anne,
far Postvak in

Dank voor het fijne gesprek van dinsdaag. In de bijlage stuur ik de offerte terug, met mijn
handtekening.

vr Favorieten

# Concepten
W Lisa de Wit 7 Met vriendelijke groet,
> Verzonden Notulen teamoverleg Pieter Jansen

Hoi aal, De
B3 Ongewenst o Bakkeri] Jansen

[ Verwijderen Sanne Bakker 2 m offerte-bakkerij-jansen.pdf

| W Projecten Afspraak volgende ...

Hoi Anne, Zul

il volgende wee sda..
Mappen inklappen ¢

ad rtclub De Wetering  11:27
" wedstrijdschema n... @
Beste leden, In de
bijlage van de.

@ E-mail instellingen

New message (1), your folders (2), the messages in the folder (3) and an attachment (4)

The screen

- New message (1): write an email.

e On the left are your folders (2), such as Inbox, Favourites, Drafts, Sent and
Delete. You'll see your own folders after clicking Show all folders. Use Add folder
in your account menu to create a new folder.

» In the middle are the messages (3), and on the right is the open message.

« Right at the top is Priority: there the app groups together the messages that matter
most to you.
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Reading and replying to a message

Click a message to open it. Use Reply below the message to respond straight away. At the
top right of the message are buttons to reply, star it, mark it as unread and delete it. In the
menu with the three dots you'll find, among other things, Forward, Mark as spam and
Move to another folder. You can also drag a message to a folder in the left-hand column.

Writing a new m

1. Click New message. A window for your message opens at the bottom right.

essage

2. Type a name or email address next to To (1). The app suggests names from your
contacts. Use Cc/Bcc to add more recipients.
3. Fill in the subject and your message. Use the paperclip (2) to add an attachment,
including directly from your Nextcloud files.

4. Click Submit (3).

eve & demo.webokecloud.nlfindex, phprappsimail/box/1

=+ Nieuw bericht

» Prioriteit

o handlaidi

@ Postvak in
¥r Favorieten

# Concepten

berichten, en meer

het fijne gesprek va
@ offerte-bakk..

., Lisa de Wit 14:27

= Verzonden
O Ongewenst
[ Verwijderan
| B Projecten

Mappen inklappen

# E-mall instellingen

Motulen teamoverleg ®
Hoi maal, De

notuten van het

Welkom bij Wi Nieuw bericht

Sanne Bakker 13:27

Afspraak volgende ... ®

Begin met het schrijy
- Var

door hieronder te kil

bestaand bericht

Hol Anne, Zullen Anne de Groot <demo-handleiding@weboke.nl>

Naar | Sanne
-n Sanne Bakker

Onde °% sanne@bakker-advies.example

Sportclub De Wetering  11:27
Wedstrijdschema n... ®
Beste leden, In de

+ Nieuw bericht

bijlage van de Bericht schrijven .

Type a name next to To (1): your contacts are suggested
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ese a8 demo.webokecloud.nlfindex. phpfapps/mailfbox/1

+ Nieuw bericht c | B [ Zoek in map

» Prioriteit
Vandaag

,  Pieter Jansen
fr Postvak in rerse s

¥ Favorieten het fijne gesprek van.

o offerte-bakk...
# Concepten
. Lisa de Wit
Notulen teamoverleg
Hoi maal, De

= Verzonden

3 Ongewenst

notu s
[ Verwijderen Sanne |
Afspra
Hoi Anr

| Projecten
SB

Mappen inklappen valgent

Sportcl
Wedst
Beste It
bijlage

Voornaam

Achternaam

& E-mail instellingen

Een nieuw bericht: ontvanger, onderwerp en tekst: de paper

Sanne Bakker ¥

anne@bakker-advies.e

obiel 0034

14:27

Re: Afspraak volgende week

X an | Anne de Groot <demo-handieiding@weboke.ni>

ou\laer [

Re: Afspraak volgende week

s8 sanne Bakker X Contact of e-mailadres

Telefoon
+31 6 0000

Hoi Sanne,

Emall Dinsdag om 10 uur past prima. Ik heb een uitnodiging in de agenda
sanne@bakker- gezet
advies.example

Groet,

Gedetailleerde naam Anne

Sanne

Bakker

-

T 0

Writing a message: recipient (1), attachment (2) and Submit (3)

If you close the window without sending, the app saves your message under Drafts.

Tip: it's best not to send large files as an attachment. Share them from your Nextcloud
with a link instead (see Creating a public link: viewing, editing, password, expiration date
and download limit). The Email app can even do this for you when you add an attachment.

Saving an attachment to your Files

1. Open the message with the attachment.

2. Click the three dots next to the attachment and choose Save to Files (1). If there
are several attachments, you can also save them all at once with Save all to Files.

3. Choose the folder in your Nextcloud and click Choose.
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& demo.webokecloud.nlfindex php/apps/mailfbox/1/thread/39

+ Nieuw bericht ¢ o [ zockinmap " Offerte nieuwe website

» Prioriteit

Pieter Jansen

Vandaag =
pieter@bakkerij-jansen.example ~

& Fostwat Hallo Anne,
vak in
¢ Favorieten 0 c : Dank voor het fijne gesprek van dinsdag. In de bijlage stuur ik de offerte terug, met mijn
Df?grt-: bakk. handtekening.
# Concepten
Lisa de Wit 14:27 Met vriendelijke groet,
B Verzonden Notulen teamoverleg ® Pieter Jansen
Hoi allemaal, De Bakkerij Jansen
0 Ongewenst notulen van het..
@ Verwijderen Sanne Bakker 13:27 m offerte-bakkerij-jansen.pdf
| Projecten Afspraak volgende ... g 6318
Hoi Anne, Zullen wi 4 D load bijl
Mappen inklappen volgende week dinsda.. £ Reyimonc Rioae

Sportclub De Wetering  11:27 o Opslaan in Bestanden

Wedstrijdscheman... @
Beste leden, In de
bijlage van de..

& E-mail instellingen

Kies een map op de bijlage in op te slaan

Filter bestandslijst
[I| | A + Nieuw

Naam = Grootte Gewijzigd

@ Recent R Deck 188 KB 3 uur geleden

* Favorieten o -
ﬂ Handboek vereniging 0B 18 minuten geled...

Bl Motities 3 uur geleden

@ Photos 3 uur geleden

- Uitjes en vakantie 3 uur geleden

I WebOké gisteren

Il Website 2 uur geleden

Choose the folder in which you want to keep the attachment
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The attachment then simply appears among your files, and is therefore also available on
your computer and phone. Open a document with Euro-Office, see the Euro-Office manual.

Sighature and automatic reply

You set up your signature via your account menu, under Account settings, under
Signature. That's also where you'll find the Autoresponder, if your mailbox supports it.

Is the app slow?

The first time, the app reads your entire mailbox. With a mailbox containing tens of
thousands of messages, this can take a while; after that, it's faster. If the app stays slow or
gets stuck on a folder, contact WebOké (see How to report a problem to WebOké) and let
us know which folder is affected.
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Talk: chatting, calling and
meeting
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10.1 What is Talk and who has it?

Available in packages with Office. Talk is included in your WebOké Nextcloud as soon
as your package has at least one Office Suite licence. Then everyone in your package can
use Talk, even users without their own licence. If you don't have Office, you won't see Talk
in the menu. See Which apps are included in my package?.

Talk is the chat and calling app in your WebOké Nextcloud. You send messages to
colleagues, family members or other members of your association, make calls with or
without video, share your screen and invite guests via a link. Everything runs through your
own Nextcloud on our servers in the EU, so not through Microsoft Teams, Zoom or
WhatsApp.

L R & demo.webokecloud nlfindex. php/apps/spreedf

en, berichten, en meer

@ Search in app

| ¢t Startpagina Hallo, Anne de Groot

a e 0 T

Favorieten = |oin conversations & Apparaten controleren

Motitie aan mijzelf
System heeft het ge...

Andere Plan vergaderingen

.

M Overleg nieuwe web... 17:25 Je hebt geen aankomende vergaderingen
& Lisa: Goed plan! Zull... Agenda-afspraken met een gesprekslink als locatie worden hier

Ledenavond online dstoepd

Jil hebt de beschrijvi... £ Agenda openen

Laten we beginnen!

WebOké: ## @ Behe

Talk updates [] 5:47

## Nieuw in Talk 25 .. 3 Berichtherinneringen

Stel een herinnering op een bericht in
om geinformeerd te worden

ongelezen vermeldingen

Berichten waarin jij bent vermeld
verschijnen hier. Je kunt mensen
vermelden door @ te typen gevolgd
door hun naam

£ App instellingen

The Home page of Talk

Opening Talk

Click the Talk icon at the top (a speech bubble with a magnifying glass), or choose Talk
from the three dots in the app menu. You'll land on the Talk Home page.

1. Use the Search in app search field (1) to find a conversation or a person. Next to it
is the button for creating a new conversation.

2. Your conversations are listed on the left (2), with the newest at the top. A number
next to a conversation shows the number of unread messages. Conversations you
mark as a favourite appear at the top under Favourites.
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3. Start meeting now (3) immediately creates a meeting with a link you can forward.
4. New conversation (4) creates a new conversation. Join conversations shows

open conversations you can join yourself.

5. Check devices (5) tests your camera, microphone and speaker before you call.

Tip: a few buttons on the Home page are still in English (New conversation, Join

conversations). That's because they come from Nextcloud itself; once the translation is

ready, they'll appear in your language automatically.

What can you do with Talk?

What How
Chat with one Create a conversation and send
person or a group messages, including emoji,

reactions and voice messages

Make calls and hold Click Start call in a conversation
video conferences

Show your screen Share your screen during a call

Let people without Share a guest link
an account join

Share files and view  Using the plus sign next to the
them together message field

Talk on your phone The Nextcloud Talk app

Who can | reach?

« Everyone in your own Nextcloud. You can add all users in your package to a

conversation, including groups and teams.

 People without an account can join as a guest via a link. All they need is a

Read more

Starting a conversation: one-to-

one, group or team

Video calling and meetings:

camera, microphone, background

and raising your hand

Sharing your screen

Inviting guests via a link (without

an account)

Sharing files and viewing them

together in a conversation

Talk on your phone and

notifications

browser. See Inviting guests via a link (without an account).

» Users of a different Nextcloud (for example, with another provider) can't be

added directly. Send them a guest link instead.

Please note: you can't record conversations in your WebOké Nextcloud. Calling an

ordinary phone number isn't possible either. If you want to keep a record, take minutes in
a shared document or in Creating notes and using them on your phone.

What happens if Office is removed from your package?

Then Talk disappears from the menu. Your conversations and messages are kept. If you

switch Office back on later, they'll be there again. You manage Office licences in My
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WebOké, see Assigning and ordering extra Office licences.
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10.2 Starting a conversation: one-to-one, group or
team

Available in packages with Office. Talk is included in your WebOké Nextcloud as soon
as your package has at least one Office Suite licence. Then everyone in your package can
use Talk, even users without their own licence. If you don't have Office, you won't see Talk
in the menu. See Which apps are included in my package?.

In Talk, everything is a conversation: a chat with one colleague, a group for your project
or a fixed meeting room. In every conversation, you can chat and make calls.
A one-to-one conversation

1. Type the person's name in the search field at the top left.

2. Click the person in the search results. Talk immediately opens a conversation with
just the two of you.

3. Type your message at the bottom and press Enter.

Creating a group conversation

1. Click the button next to the search field (1) and choose Create a new
conversation (2). With Join open conversations (3) you see conversations that
others have opened for everyone.
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ese & demo.webokecloud.nlfindex. php/apps/spreed/

berichten, en meer

Q Search in app = C:o:l

| f¢ Startpagin + Maak een nieuw gesprek o’“or Anne de Groot

By Lijnen = Deelnemen aan open o M Start vergadering nu + New conversation

gesprekken
Favorieten o = Join conversations & Apparaten controleren

Notitie aar -
System hew

Andere Plan vergaderingen

.

Overleg niauwe web... 25 Je hebt geen aankomende vergaderingen
Lisa: Goed plan! Zull... Agenda-afspraken met een gesprekslink als locatie worden hier

Ledenavond online getoond

}i hebt de beschrijvi... [ Agenda openen

Laten we beginnen!
WebOké: ## @ Behe..,

[
Talk updates ]

## Nieuw in Talk 25 .. =5 Berichtherinneringen j

Stel een herinnering op een bericht in
om geinformeerd te worden |

vermelden door @ te typen gevolgd
door hun naam

Ongelezen vermeldingen
Berichten waarin jij bent vermeld
verschijnen hier. e kunt mensen ‘ | -\. I

£ App instellingen

Met de knop naast het zoekveld maak je een nieuw gesprek

Creating a new conversation

2. The Create a new group conversation window opens. Under Name (1), enter a
clear name, for example the name of your project. A Description and an image are
not required.

3. Under Conversation type, usually choose Default: messages, threads and calls.
Scroll down in the window to find this. A Webinar has a lobby built in, handy for a
meeting with people from outside (see Guests in a Talk meeting with a waiting room
(lobby)).

4. Click Add participants (3) and choose the people who should join. Or click Create
conversation and add the participants later.
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[ X X ] & demo.webokecloud.nlfindex, php/apps/spreed/

Maak een nieuw groepsgesprek

Naam

o( Kennismaking nieuwe leden|

Omschrijving

Afbeelding

®@ &2 =
Het bestand moet een PNG of |PG bestand zijn

Gesprekstype

) Standaard

Stuur berichte:
start spraak- e
webinars

J Presentatie @ Classified conversation

Maak gesprek

Name, description and type of the conversation
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The conversation screen

eve & demo.webokecloud.nlfindex, phpfcallyxg32yuy

e Overleg nieuwe websit % Z
@ Search in app = O O e i S « Overleg nieuwe website

w
=]

Favorieten

Afstemming over de nieuwe website van de...

Startpagina Vandaag, 24 oktober

(=]

-
o Deelnemers (2) Gedeelde objecten

Lijnen
Q, Zoeken naar of toevoegen deelnemers
Notitie aan mijzelf Jij hebt de beschrijving ingestel

AL} Anne de Groot
System heeft het ge... J\D’

Hoi Lisa! Zullen we vandaag de planning voor de nieuwe website

Andere doomemen? Lisa de Wit

Lad

Q)

Overleg nieuwe web... 17:19 «

Lisa: Goed plan! Zull... Ik heb de eerste teksten in de map Website gezet.

Ledenavond online i

Ji] hebt de beschrijvi...

Flannieg nieuws website

Laten we beginnen!
WebOké: ## © Behe..,

Talk updates []
#& Nieuw in Talk 25 ..

Planning nieuwe website.md

Lisa de Wit
LD
Goed plan! Zullen we om 14:00 even bellen? Dan kijk Ik vast naar de

teksten

App instellingen + schrijf een bericht
PP g

A group conversation in Talk

1.

Type your message at the bottom (1). Press Enter to send it, or Shift + Enter to
start a new line. The smiley icon adds an emoji, and the microphone on the right lets
you record a voice message.

. Use the plus icon (2) to share a file, create a new document or start a poll. See

Sharing files and viewing them together in a conversation.

. Use Start call (3) to begin a (video) call. See Video calling and meetings: camera,

microphone, background and raising your hand.

. Behind the three dots (4) you'll find Conversation settings, full screen and

separate breakout rooms.

. On the right, you see the Participants (5) and under Shared items everything that

has been shared in the conversation. Click the cross to close this sidebar.

Adding participants: people, groups and teams

Type a name in the Search or add participants search field (1). Under Add users you'll
find the people in your Nextcloud, and under Add groups or teams your groups and
teams. Click them to add them. If you add a team, people who join that team later will also
be included. You can read how to create a team in Creating teams and sharing a folder
with your whole team.
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= Overleg nieuwe website = &
4 Search in app L n} e 9 o Start oproe + Overleg nieuwe website

Afstemming over de nieuwe website van de...
fy Startpagina vandaag, 24 oktaber 2 =
Deelnemers (2} Gedeelde objecten

e hebt het gesprek gemaakt

By Lijnen /
Favoritar . Je hebt  Lisa de Wit toegevoegd o a, Tom X] i

Jij hebt de beschrijving ingesteld Deelnemers

. Notitie aan mijzelf 15:47 g ing
System heeft het ge... A Geen zoekresult
Hoi Lisa! Zullen we vandaag de planning voor de nieuwe website X2 Geen Zopkrultate)y
o degricnant Gebruikers toevoegen
|e Overleg nieuwe web... i
Lisa: Goed plan! Zull... Ik heb de eerste teksten in de map Website gezet. v Tom Visser |

17:18 o demo-handlelding@weboke.n

Ledenavond online

i hriivi..
il hebt de beschrijvi e s webite Voeg groepen of teams toe

Laten we beginnen! Caan seakh Aban
WebOks: ## © Behe.., e Ceen zoskEsLltate
e Telefoonnummers

Talk updates ] 5
#& Nieuw in Talk 25 .. Nummer is ongeldig

Planning nieuwe website.md

Lisa de Wit
Goed plan! Zullen we om 14:00 even bellen? Dan kijk ik vast naar de

tekstan

£ App instellingen + [@ Schrijf een bericht ..

webDké Nextcloud

zoekveld rechts en kiik op de persoon om hem aan het ges

Searching for and adding a participant

Mentioning someone

Type @ and the first letters of a name. Choose the person from the list. They'll receive a
notification, even if they've set the notifications for that conversation to @-mentions
only. Use @all to mention everyone in the conversation.
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berichten, en meer

a, search in app = Praiteg nlause ebisite =) . start oproep o - oOverleg nieuwe website

w
=]

Afstemming over de nieuwe website van de...

Startpagina Vandaag, 24 oktober 2 =
= Deelnemers (2) Gedeelde objecten
Lijnen PR PRI D3

9, Zoeken naar of toevoegen deelnemers

Favorieten ¥

Notitie aan mijzelf 15:4 Ll e b s AD Anne de Groot &
A ®

System heeft het ge... — = - S
Hoi Lisa! Zullen we vandaag de planning voor de nieuwe website

Andere doormemen? Lisa de Wit

(=)
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Mentioning someone with @

Handy tips for a conversation

Reacting to a message: hover your mouse over a message. You can then give an
emoji reaction, reply (the original message is shown alongside it), or use the three
dots to set a reminder, edit or delete the message.

Sending later: click the three dots next to the message field and choose Send
later. Use Send without notification to send a message without the others
receiving a notification.

Threads: if a conversation gets busy, start a thread on one topic. You can see all
threads on the left under Threads.

Searching: use the magnifying glass at the top to search the messages in this
conversation. The search field at the top of Nextcloud also searches Talk.
Favourite: hover over a conversation in the list on the left, click the three dots and
mark it as a favourite. It will then always stay at the top.

Leaving or deleting a conversation

Open Conversation settings and go to Danger zone. Use Leave conversation to
leave it yourself, the others can carry on. Delete conversation removes the conversation
for everyone, and Delete chat messages only erases the messages. Only a moderator,
usually the person who created the conversation, can do these last two.
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10.3 Video calling and meetings: camera,
microphone, background and raising your hand

Available in packages with Office. Talk is included in your WebOké Nextcloud as soon
as your package has at least one Office Suite licence. Then everyone in your package can
use Talk, even users without their own licence. If you don't have Office, you won't see Talk
in the menu. See Which apps are included in my package?.

In every conversation, you can make calls, with or without video. All you need is a browser
(Chrome, Edge, Firefox or Safari) or the Talk app on your phone. There's nothing to install.
Test your devices first

On the Home page of Talk, click Check devices. You'll see your own camera image and
can choose which camera, microphone and speaker Talk uses. Click Test to hear whether
the speaker works. The first time, your browser will ask whether Talk may use your camera
and microphone: click Allow.

[ L X ] & demo.webokecloud.nlfindex. phprapps/spreed

Apparaten controleren

A @8 Apparaten % Achtergronden

&  Microfoon (standaard) ~

- o === )

4) Luidspreker (standaard) ~ M Test

3= Microfooninstellingen

Check devices

Under Backgrounds, you can blur your background with Blur, choose one of the default
backgrounds, or upload your own photo with Upload or Files. That way, nobody sees your
kitchen or your messy desk.
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[ Z X ] & demo.webokecloud.nlfindex, php/apps/spreed/

Apparaten controleren

A @ Apparaten & Achtergronden

(W] #

il

EE T =

Choosing a background

Starting or joining a call

1. Open the conversation and click Start call in the top right. If a call is already in
progress, the button is green and is called Join call.

2. The Check devices window opens. You'll see your own camera image. Use the
buttons below the image (1) to turn your microphone and camera on or off, so you
don't appear on screen unexpectedly.

3. Leave Notify all participants about this call (2) ticked if the others should
receive a call notification.

4. Click Start call (3).
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[ Z X ] & demo.webokecloud.nlfindex.php/calljaag9xeqxo

Apparaten controleren

A @ Apparaten & Achtergronden

Microfoon (standaard) -

Luidspreker {standaard) ol Test

~

FE Microfooninstellingen

[ Stel alle deelnemers op de hoogte van deze oproep

i ‘ | o Y. Start oproep

Before you start the call: microphone and camera on or off

Tip: do you want to call without everyone receiving a call notification? Click the arrow next
to Start call and choose Start call silently. The participants will then only see in the
chat that a call is in progress.

Nextcloud manual - www.weboke.nl 257 /440



WebOké

During the call

& demo.webokecloud. nlfindex.phpjcalljaagxeqxo

Ledenavond online

=t 2 =

Chat Deelnemers... Gedeelde o..

telefoongesprek

@ Lisa de Wit

«» Verlaat oproep  ~

The buttons during a call

1. Microphone on or off (1). Keyboard shortcut: M. Use the arrow next to it to choose a

u b~ W N

different microphone.

. Camera on or off (2). Keyboard shortcut: v.

. Background (3): blur your background or choose a different one.

. Screen sharing (4), see Sharing your screen.

. Reactions (5): send a thumbs up, applause or another reaction, without turning on

your microphone.

. Leave call (6) to hang up. If you're the moderator, you can use the arrow next to it

to choose End call for everyone.

. Behind the three dots (7), you'll find Mute others, Check devices, Set up

breakout rooms, Download attendance list and Conversation settings, among
other things.

Want to say something without interrupting anyone? Raise your hand with the keyboard
shortcut R. A small hand will then appear next to your name, as shown above for Lisa.

Press R again to lower your hand.
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Ledenavond online

¥ Anderen dempen -3 =

- Deelnemers... Gedeelde o...

Cx Apparaten controleren
"% Breakout rooms instellen

& Aanwezigheidslijst
downloaden

8 Gespreksinstellingen

@ Uisa de Wit

gg )| e ) > Verlaat oproep -~

Het menu met de drie puntjes

The menu with the three dots during a call

You can keep chatting during the call: the chat is in the sidebar on the right. In the bottom
left, use the buttons to switch between full screen (keyboard shortcut F) and grid view,
where everyone appears the same size on screen.

Scheduling a meeting

Create an appointment in Calendar and add the link to the Talk conversation under
Location. These appointments appear on the Home page of Talk under Schedule
meetings and behind the calendar icon at the top of the conversation. Find out how to
create an appointment and invite people in Calendar: views, making appointments,
repeating and reminders and Inviting people to an appointment.

Large groups and separate rooms

« In a large conversation, you won't see everyone on screen at once. Talk then mainly
shows whoever is speaking in a larger view.

» Use Set up breakout rooms (via the three dots) to divide participants across
separate meeting rooms, for example for working groups. Afterwards, you can bring
everyone back together.

« Under Conversation settings, in Permissions, you decide whether participants
can use their own microphone, camera and screen. Choose Restricted if only the
moderators are allowed to speak, as in a presentation.
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If calling isn't working, nobody can see you, or the call button is grey, see Camera or
microphone not working, or the call button is greyed out.
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10.4 Sharing your screen

Available in packages with Office. Talk is included in your WebOké Nextcloud as soon
as your package has at least one Office Suite licence. Then everyone in your package can
use Talk, even users without their own licence. If you don't have Office, you won't see Talk
in the menu. See Which apps are included in my package?.

During a call, you can let others watch your screen. Handy for giving a presentation,
explaining something or looking at a document together.

How to share your screen

1. Start or join a call (see Video calling and meetings: camera, microphone, background
and raising your hand).
2. Click the screen sharing button at the bottom (1), the screen icon with the arrow
pointing up.
3. Your browser asks what you want to share. Choose:
o Entire screen: everything you see on your computer. If you have two
monitors, you choose which one.
o Window: just one programme, for example your presentation. Notifications
from your mail stay out of view.
o Tab (Chrome and Edge): just one tab of your browser. Here you can also share
the tab's audio, for example from a video.
4. Click Share. The others can now see your screen. Your own browser shows a bar
indicating that your screen is being shared.
5. To stop, use the same button in Talk, or click Unshare in your browser's bar.
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Ledenavond online

= & =

Chat Deelnemers... Gedeelde o...

@ Uisa de Wit

& - PO « Verlaat oproep -~

The screen sharing button

Tip: it's best to share one window rather than your entire screen. That way, others won't
see notifications, passwords or other windows you open by accident.

Can't everyone share their screen?

A moderator decides under Conversation settings, Permissions, who can share. With
Restricted, participants can only share their screen once a moderator allows it. If you
don't see the screen sharing button or it's greyed out, ask the moderator of the
conversation.

On Mac: give permission first

The first time, macOS asks whether your browser may record the screen. Go to System
settings, Privacy & Security, Screen Recording (in newer versions of macOS: Screen
& System Audio Recording) and switch on your browser. Then restart your browser.

On your phone

In the Talk app on your phone, you can watch someone else sharing their screen. Sharing
your own screen is easiest from a computer. See also Talk on your phone and notifications.
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10.5 Inviting guests via a link (without an
account)

Available in packages with Office. Talk is included in your WebOké Nextcloud as soon
as your package has at least one Office Suite licence. Then everyone in your package can
use Talk, even users without their own licence. If you don't have Office, you won't see Talk
in the menu. See Which apps are included in my package?.

Want to call someone who doesn't have an account in your Nextcloud, such as a customer,
a volunteer or your doctor? Then turn on guest access and send a link. The guest joins via
their browser and doesn't need to install anything.

Turning on guest access

1. Open the conversation and click the three dots at the top. Choose Conversation
settings.

2. Go to Administration.

3. Under Guest access, turn on the toggle Allow guests to join this conversation
via a link (1).

4. If you want only people with a password to be able to join, also turn on Password
protection (2) and enter a password. Send the password separately, for example by
text message.

5. Click Copy link (3) and paste the link into an email or message to your guest.
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Vervallen bericht
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een chat worden niet verwijderd door de eigenaar, maar worden niet langer gedeeld In
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Uit
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Beheer de lijst van geblokkeerde gebruikers voor dit gesprek

Beheer biokkeringen

Vergadering
(I Lebby inschakelen, gesprek beperken tot moderators

Iimporteer e-maildeeinemers

Turning on guest access and copying the link

Tip: the quickest way to create a meeting with a guest link is via the Home page of Talk:

click Start meeting now, give the meeting a title and click Create and copy link.

What the guest sees

The guest opens the link in their browser. They see the conversation and enter their name
under Enter your name (1). Then they click Submit name and join. They can now chat
and join the call. With Edit display name on the right, they can change their name later.
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& demo.webokecloud.nlfindex php/callt44rk9qq

Ledenavond online
Online ledenavond met leden en gasten.

Geef je naam op

Heb je al een account? Aanmelden

This is what a guest sees of the conversation

Guests use the browser on their computer or phone. The Talk app on the phone only works
with your own account, so a guest simply opens the link in Safari or Chrome on their
phone.

Inviting guests by email

You can also type an email address in the search field next to the participants. Talk then
sends that person an invitation with their own link. Use Resend invitations under Guest
access to send the invitations again. If you have a long list, use Import email
participants under Meeting with a CSV file.

Staying safe with guests

« Anyone with the link can join. So only share it with the people you're expecting.

» For meetings with people from outside, use a lobby: guests then wait until you open
the meeting. See Guests in a Talk meeting with a waiting room (lobby).

« Turn guest access off again afterwards, or create a new conversation for each
meeting.

« You can remove an unwelcome guest via the three dots next to their name in the
participant list. Under Manage bans you can see who you've blocked.
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10.6 Sharing files and viewing them together in a
conversation

Available in packages with Office. Talk is included in your WebOké Nextcloud as soon
as your package has at least one Office Suite licence. Then everyone in your package can
use Talk, even users without their own licence. If you don't have Office, you won't see Talk
in the menu. See Which apps are included in my package?.

Sharing a file in a conversation is more convenient than emailing it: everyone in the
conversation can open it straight away, and it stays in your Nextcloud.

Sharing a file
Click the plus icon to the left of the message field. You'll then see:

» Upload from device (1): a file from your computer or phone. You can also simply
drag a file into the conversation.

» Share from Files (2): a file that's already in your Nextcloud.

« Text document, New document, New spreadsheet and New presentation:
create a new file straight away and share it in the conversation. Documents,
spreadsheets and presentations open in Euro-Office; only those with their own Office
licence can edit them (see Assigning and ordering extra Office licences). You can
read more about Euro-Office in the Euro-Office manual.

« Create new poll (3): ask a question with answers for participants to choose from,
for example a date for the next meeting.
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Het plusmenu: een bestand uploaden. delen vanuit Bestanden, een nieuw document of een peiling

The plus menu next to the message field

Where does an uploaded file end up?

If you upload a file in Talk, Nextcloud places it in your Talk folder in Files. There, it counts
towards your storage. The others in the conversation receive the file as a share; it doesn't
count towards their storage. See also Anyone using shared files uses your storage.

Finding everything again: Shared items

Click Shared items (1) in the sidebar on the right. You'll then see all the files (2), links,
polls and locations that have ever been shared in the conversation, without having to
scroll through the chat.
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Click a shared file in the chat. It opens in your browser, next to the conversation. If you're
in a call, the others stay in view while you view the file. All participants can edit a text file
at the same time: you'll see each other's cursor. They can edit an Office document

together in Euro-Office if they have their own Office licence.

Tip: sharing a file that you'll update later? The others will always see the latest version,
because it remains a single file in your Nextcloud. If you want to stop sharing it, delete the
message, or remove the share in Files (see Sharing with a user from your own Nextcloud).

Nextcloud manual - www.weboke.nl

268 / 440



WebOké

10.7 Talk on your phone and notifications

Available in packages with Office. Talk is included in your WebOké Nextcloud as soon
as there's at least one Office Suite licence on your package. Then everyone in your
package can use Talk, even users without their own licence. If you don't have Office, you
won't see Talk in the menu. See Which apps are included in my package?.

With the Nextcloud Talk app, you can chat and call on the go too. You'll get a notification
when someone sends you a message or calls you.

Installing the app

You'll find the app on the WebOké download page under Nextcloud Talk (1), with buttons
for the App store, Google Play and F-Droid: www.weboke.nl/download. Or search for
Nextcloud Talk in your phone's store. Always download it from the official store.

L L& & wwwweboke nl/download#nextcloud-talk
“bg:&e. Webhosting ~ Domeinen Producten Support Tools Al Buiider (D * 4.6 v A Mijn Account —

Handleiding

€ Nextcloud Talk DAVxS

Chatten en videobellen Agenda en contacten ap Android

Chat en videobel veilig met je collega's en gasten, Synchroniseer je Nextcloud-agenda en -contacten

via je eigen Mextcloud. met de agenda- en contacten-app van je Android-

telefoon
i
Sibo iy
Zo installeer je het

JE EIGEN GEGEVENS

Je backups, facturen en gegevens
downloaden

Alles wat van jou is, download je zelf in Mijn WebOkeé

Backups Facturen Al je gegevens

Download een backup van je website, databases Download je facturen als pdf, bijvoorbeeld voor je Download een overzicht van alle gegevens die we
of e-mail boekhouding van je bewaren,

Nextcloud Talk on the download page

Logging in to the app

1. Open the app and enter the address of your Nextcloud, for example
yourname.webokecloud.nl.

2. The app opens a login screen for your Nextcloud. Log in with your username and
password and enter the code from the email or your authenticator app.
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3. Grant the app access. You don't need to create an app password; the app handles

that itself.

4. Allow notifications if the app asks for them.

If you already have the regular Nextcloud app on Android, the Talk app can use that

account. Read more about apps on your phone in Which apps do you need on your phone
and tablet? and Talk, Notes and Deck on your phone.

Setting up notifications per conversation

You decide for each conversation when you get a notification. Open the conversation, click
the three dots, choose Conversation settings and go to Personal.

1. All messages (1): a notification for every new message. Default in a one-to-one

conversation.

2. Only @-mentions (2): only when someone mentions you. Default in a group

conversation.

3. Off (3): no notifications from this conversation.

4. Notify about calls in this conversation (4): your phone will ring when a call

starts.

[ X ] & demo.webokecloud nlfindex.phpicall/aa3xeqxo
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Beheer

(I Open gesprek voor geregistreerde gebruikers, het zal worden weergegeven in de
zoekresultaten

@D 5ta deelnemers toe @all te vermelden

Gasttoegang

(B Sta gasten toe om te deel nemen aan dit gesprek via een link

[E] Link kopiéren

Vervallen bericht

Chatberichten kunnen na een bepaalde tijd verlopen. Noot: Bestanden die gedeeld zijn in
een chat worden niet verwijderd door de eigenaar, maar worden niet langer gedeeld (n

If you set a conversation to Important conversation, you'll still get notifications even if

your status is set to Do not disturb. Sensitive conversation hides the content of
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messages in the list and in notifications, handy if others can see your screen. Read about
setting your status in Setting your status: online, away or do not disturb.

No notifications on your phone?

« Check your phone's settings to see if notifications are turned on for Nextcloud Talk.

e On Android: turn off battery optimisation for the app (set battery to Unlimited).
Otherwise Android stops the app running in the background.

« Check that the conversation isn't set to Off or Only @-mentions.

« If nothing helps, remove the account in the app and add it again.
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10.8 Camera or microphone not working, or the
call button is greyed out

Available in packages with Office. Talk is included in your WebOké Nextcloud as soon
as your package has at least one Office Suite licence. Then everyone in your package can
use Talk, even users without their own licence. If you don't have Office, you won't see Talk
in the menu. See Which apps are included in my package?.

Talk uses the camera and microphone through your browser or the app. If something isn't
working, it's almost always down to a permission on your computer or phone. Work
through this list from top to bottom.

Checklist

What you see

You don't see Talk in the
menu at all

The Start call button is
greyed out

The browser doesn't ask for

permission, or you
accidentally clicked Block

No picture or sound on
Windows

No picture or sound on the

Mac

The camera is in use

Wrong microphone or
headset

Others can't hear you

Picture stutters or drops
out

Notice that your browser
isn't fully supported
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What to do

Talk is only included in packages with Office. See Which apps are
included in my package?. If you do have Office, log out and log
back in.

A moderator has restricted the conversation's permissions, or a
lobby is switched on. Ask the moderator to give you permission or
let you in. If that's not the case, reopen the conversation (refresh
the page with F5).

Click the padlock or settings icon on the left of the address bar.
Set Camera and Microphone to Allow and refresh the page.

Go to Settings, Privacy & security, Camera and then
Microphone. Turn on access for apps and for your browser.

Go to System Settings, Privacy & Security, Camera and
Microphone and turn your browser on. Then restart the browser.

Close other programs using the camera, such as Teams, Zoom or
a second tab with Talk open.

Choose the right device via Check devices on the Home page of
Talk, or via the three dots during the call.

Check that your microphone in Talk isn't switched off (crossed-out
microphone icon). Press M to turn it on.

Turn off your camera or close other programs using the internet.
Use a cable if possible, or sit close to your wifi router.

Use the latest version of Chrome, Edge, Firefox or Safari.
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No sound or picture on the Give the Talk app access to the camera and microphone in your
phone phone's settings (under the app).

Testing without disturbing anyone

On the Home page of Talk, click Check devices. If you can see yourself and the
microphone bar moves when you spealk, it's working. Use Test to hear a sound through
your speaker.

Still not working?

Try a different browser or your phone with the Talk app. If it works there, the problem lies
in your computer's settings. If it doesn't work anywhere, contact WebOké via a ticket or
the Al assistant in My WebOké. Tell us your Nextcloud address, the name of the
conversation, the time and which browser you're using. See How to report a problem to
WebOké.
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Organising: Deck, Notes,
Forms, Collectives, Tables
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11.1 Deck: boards, lists and cards, and using them
together

Deck is a task board, also known as a kanban board. You create a board for a project, with
lists such as To Do, In Progress and Done. Each task is a card that you move from list to
list. This way, you can see at a glance who's doing what and what still needs to happen.
Deck is included in every WebOké package.

B Aanstaande kaarten = @ Nieuwe website vereniging

@ Alle borden ’
= o Te doen 3 = [ Bezig 2 - OO0 Kiaar (1
| ® Nieuwe website ver... 2

Teksten voor de homepage schrijven o Contactformulier maken Domeinnaam kiezen

@ Welkom bij Nextcloud D...

+ Bord toevoegen

@ over 3 dagen = LD ==

& Importeer bord Planning bespreken in Talk

Foto's van het jubileum uitzoeken

Later

@ volgende week

Privacyverklaring nalopen

@ Deck instellingen

A Deck board with lists and cards

The Deck screen

1. Your boards are on the left. Use Add board (1) to create a new board: give it a name
and a colour.

2. Each column is a list (2). The number after the name is the number of cards.

3. A card (3) shows the title, tags, the due date and who's working on it. A small icon
means there's a description, attachment or comment attached to it.

4. Use the card with a plus sign (4) at the top of a list to add a card. Type the title and
press Enter.

5. Use Add List (5) to create a new column.

6. Use Open details (6) to open the board's sidebar, to share the board and manage
tags.
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You move a card by dragging it with the mouse to another list or place. You can also drag
lists to change their order. Use Search cards at the top right to search all cards on the
board, and use the funnel icon to filter by tag, person or due date.

Filling in a card

Click a card. The card opens in a window with the tabs Details, Attachments,
Comments and Activity.

Kaart details

ireksten voor de homepage schrijven

i L ¥
Details Bijlagen 2arti Activiteit

€  Actievenodiod x

o ® Lisa de Wit X

B + Startdatum toevoegen

o 27-10-2026, 17:00 ) | e + Markeer als voltooid

B + Afh lijke kaart t

Beschrijving
T B I U = »# =([18 Q « @ -

Welkomsttekst, over ons en het activiteitenoverzicht

Een kaart openen: labels, toegewezen personen. vervaldatum en beschrijving

A card with all the details

1. Tags (1): colours to group cards. By default there are Finished, To review, Action
needed and Later. You create your own tags in the board's sidebar.

2. Assign (2): choose who takes on the task. That person receives a notification.

3. Due date (3): the deadline. Use Add start date to also set a start. Use Mark as
done to tick off the card.

4. Under Comments (4) you discuss the task, and under Attachments you add files.
Type a description in the large field; you can use formatting, lists and checkboxes.

Sharing a board with others

1. Click Open details at the top right. The board's sidebar opens on the Share tab.
2. Click the field under Select account (1) and type the name of a colleague, a group
or a team. Click the name.
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3. Choose what each person (2) is allowed to do. With Can edit they can create and
change cards. Use the three dots to also give the right to share or manage the board
(lists and tags), or to remove someone again.

berichten, en meer

(8 Aanstaande kaarten = @ Nieuwe website vereniging B+ Search carde Y =« = Nieuwe website vereniging x
@ Alle borden

= Te doen 3 = [0 Bezig 2 » O} Kiaar 1 -
| ® Nieuwe website ver... 2

& o
Delen Labels

Verwiiderde Activiteit B

@ Welkom bij Nextcloud D. . Teksten voor de homepage Contactformulier maken Domelnnaam kiezen objecten

= AD o m o]electaccounl

schrijven

+ Bord toevoegen m

| .t Importeer bord ® owver 3 dagen

Planning bespreken in Talk
= LD f-ié Anne de Groot Bordeigenaar

— o LG Lisa de Wit Kan bewerken -
Foto's van het jubileum
uitzoeken
Later Gerelateerde bronnen

e groep mensen
@ volgende waak

Privacyverklaring nalopen

# Deck instellingen

Het bord delen: zoek een collega. groep of team en kies wat ze mogen

Sharing a board

In the same sidebar, you manage the board's Tags and find deleted lists and cards under
Deleted items. Everyone you share the board with sees it in their own Deck under All

boards. You can't share with people without an account in Deck; use a shared folder or
Talk with a guest link for that instead.

The board menu

Click the three dots next to a board on the left (1). You can edit, clone, archive or delete
the board. Use Due date reminders (2) to choose whether you get a notification for
cards that are about to expire. Export board (3) creates a file of the entire board, as a
backup or to import it into another Nextcloud using Import board.
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ese 8 demo.webokecloud.nljapps/deck/board/3

berichten, en meer

(B Aanstaande kaarten = @ Nieuwe website vereniging

@ Alle borden
= o Te doen 3 = [} Bezig 2
| ® Nieuwe website ver... 2

® Welkom bij IO Bord details

+ Bord toevoes » Bord bewerken

Jalctan unor de homepage schrijven Contactformulier maken
B‘ @ over 23 4 =

sgen = LD e

| & Importeer b ] Dupliceer bord
B Bord archiveren net jubileum uitzoeken
% Exporteer het bord
1 Stel in als standaardbord .
1 weev

[ Herinneringen voor ver...

¥ Bord verwijderen daring nalopen

# Deck Instellingen

Het menu van een bard: details. bewerken, archiveren, exporteren en herinne

The board menu

All your deadlines in one place

Domeinnaam kiezen

Planning bespreken in Talk

Under Upcoming cards are the cards with a due date from all your boards, divided into
Expired, Today, Tomorrow, Next 7 days and Later. You can read how to add those cards to
your Calendar or Dashboard in Using the Dashboard and apps together and A Deck board

with deadlines in your calendar.

Deck on your phone

On Android, you can use the Nextcloud Deck app, a community app. You log in with your
Nextcloud address, just as with the Nextcloud app. On the iPhone and iPad, you use Deck

in the browser. See also Talk, Notes and Deck on your phone.

Tip: a board is also handy at home: a shopping board, a DIY board for renovations, or a

board with the kids' chores.
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11.2 Creating notes and using them on your
phone

With the Notes app you can quickly jot something down: a shopping list, ideas, minutes.
Your notes are stored in your own Nextcloud and are always the same on your phone and
computer. Notes is included in every WebOké package.

eee & demo.webokecloud.nlfindex, php/appsinotes/note/3100

Ei! B 0, Apps. bestander = sy [ g
10 re s EEITETO - c@::vv/-0s0=560-

Notities zoeker © |deeén nieuwe website

Categorieén
Homepage
Boodsch terd

[0 Niet gecategoriseerd dlh i ettt

. Ideeen nieuwe ... Vereniging
= 2
Vo=t o I « Agenda met de komende activiteiten

Notulen bestuur.. Vereniging « Knop Lid worden

« Grote foto van het jubileum

Later

1. Fotoalbum per seizoen

2. Nieuwsbrief

& Zen mode

& Notities instellingen

The Notes app

Creating a note

1. Open Notes from the app menu.

2. Click New note (1).

3. Type your text (4). The first line becomes the title of the note. Saving happens
automatically.

You can use formatting: bold, headings, lists and checkboxes. For example, type - and a
space for a bullet list, or # and a space for a heading. The buttons at the top do the same
thing. To see what's possible, click Create a sample note with Markdown on the Notes
home page.
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Organising with categories

Your categories (2) are shown on the left, like folders. The folder icon with a plus sign next
to Categories creates a new category. You put a note into a category using the three dots
next to the note in the list and Change category. All notes shows everything;
Uncategorised shows notes without a category.

Use the Search for notes field (3) to quickly find a note. Use the same three dots to
choose Add to favourites; favourites appear at the top.

Tip: Zen mode in the bottom left hides everything except your text. Handy for writing
without distractions.

Where are your notes stored?

Each note is a plain text file (.md or .txt) in the Notes folder in Files. Each category is a
subfolder, such as Union (1). This means you can also share notes, restore them from
Deleted files, or revert to an older version, just like with other files. See Recovering a
deleted file from Deleted files and Restoring an older version and naming versions.

Zoek hier x a O 03 Alle bestanden > Notities ~ [ Type [ Aangepast © Markering &\ Mensen BB

| &3 Alle bestanden O Naam « Gro... Aange...
& Persoonlijke bestanden 0 mm Vereniging o <1KB 2uurgeleden §

ESRHACRRY O Boodschappen zaterdag.md - <1KB 2 uurgeleden
¥ Favorieten
1 bestand - 1 map < 1KB
+& Shares
B Teammappen
€ Markering
B Exteme opslag

2 Mapboom

[@ Verwijderde bestanden
® 5 MB van 1 TB gebruikt

£ Instellingen voor bestanden

Notes as files in the Notes folder

Under Notes settings in the bottom left, you can choose how you view your notes (Rich
text, Plain text or Preview), whether new notes become .md or .txt files, and which
folder they're stored in (Notes folder).
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& demo.webokecloud.nlfindex php/apps/notes/note/3100

Notities Algemeen
instellingen Scherm

|Algameen [ Rich tekst £ Platte tekst @ Voorbeeld

Mabikle:apps Bestandsextensie

Snelkoppelingen Voor nleuwe notities
- Aorgepast

Bestanden
Map voor notities
/Notities

O Show hidden files

Load recently updated note on startup

Mobiele apps
Android

e — T
» Google Play F-Droid

iPhone en iPad

@& App Store

Notes settings

Notes on your phone

Install the Nextcloud Notes app. Under Notes settings, Mobile apps, you'll find
buttons to Google Play and F-Droid (Android) and the App store (iPhone and iPad).

1. Open the app and choose to log in with your Nextcloud.

2. Enter your Nextcloud's address. On Android, you can also select the Nextcloud app's
account if it's already set up on your phone.

3. Log in with your username and password and the code from the e-mail or your
authenticator app. You don't need to create an app password.

Your notes appear in the app straight away. Anything you write on your phone appears in
the browser within a few seconds, and vice versa. You can also write without an internet
connection; the app will sync as soon as you're back online. More about apps on your
phone in Talk, Notes and Deck on your phone.

Please note: don't edit the same note on two devices at once without an internet
connection. If you do, Nextcloud won't be able to tell which version is correct. If needed,
restore an older version via Files.
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11.3 Creating and sharing forms and surveys, and
viewing the responses

Available in packages with Office. Forms is included in your WebOké Nextcloud as soon
as your package has at least one Office Suite licence. Then everyone in your package can
use Forms. See Which apps are included in my package?.

With Forms, you create a survey, a sign-up form or a poll, just like with Google Forms or
Microsoft Forms. But the responses stay in your own Nextcloud. You share the form with
people in your Nextcloud or with everyone via a link.

Creating a form

1. Open Forms from the app menu and click New form. The form opens straight away
in Edit mode (3).

2. Type the title at the top (1) and, if you like, a description.

3. Click Add a question and choose the type of question. Type the question (2) and,
for multiple-choice questions, the answers. Use the menu to the right of the question
to make it required; required questions get an asterisk.

4. Use View to see the form as the person filling it in will see it. Use Share (4) to send
it round.

[ X X & demo.webokecloud.nlfindex. php/apps/forms/D7MYR3IxgW3IEWECRfedit

@ Bekijken md th Antwoorden =2 Dalen [

Your forms

i=  Aanmelding jubileumfeest 3 o[ Aanmelding ju b“eumfeesti J

Laat ons weten of je komt, dan houden we rekening met eten en drinken. ]

Responses are connected to your account. Een sterretje (*) betekent verplichte
vragen

[ Wat is je naam?

i [ Description (formatting using Markdown is supported)

o Kom je naar het jubileumfeest?

rmatti 1g Markdown is supported)

[
Lo
i[O
(o
(
[

+ Voeg een vraag toe

.

Editing a form
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Saving happens automatically. You move a question using the handle (the dots) to the left
of the question.

Types of questions

eve @ demo.webokecloud nlfindex. phpfappsforms/D7MYRIxgW3EWECRedit

+ Nieuw formulier @ Bekijken th Antwoorden =7 Delen [

Your forms

= Aanmelding jubileumfeest 3

Kom je naar het jubileumfeest?

Description (formatting using Markdown is supported)

) Nee

) Misschien

(
(
i [(j]a
(
(

[ + Add a new answer option

Aanvinkvakjes
(® Radio buttons
() Dropdown

[ Bestand using Markdown is supported)

| 83 Raster

" = Kort antwoord

= Lange tekst

5 Datum
@ Tijd

=0 Lineaire schaal

€2 Kleur

T, Ranking ngen?

R LN R-CURNEER RGN, Using Markdown is supported)

Choose the type of question

Type Use

Radio buttons Choose exactly one answer, for example Yes, No or Maybe
Checkboxes Tick multiple answers

Dropdown One answer from a long list

Short answer A name, phone number or email address

Long text Comments or an explanation

Date, Time For example a date of birth, a preferred day or a time
Linear scale Give a score, for example from 1 to 5

Grid Multiple questions with the same answers in a table
Ranking Put answers in order

File The person filling in the form sends in a file
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Colour The person filling in the form picks a colour

Sharing the form

Click Share in the top right. The sidebar opens on the right with the Share and Settings
tabs.

» Type the name of a person, group or team from your Nextcloud in the search field (1)
to share the form with them.

« Click the plus icon next to Share link (2) to create a public link. Anyone can then fill
in the form, even without an account. Copy the link and put it in an email, newsletter
or on your website.

« The Internal link only works for people who already have access in your Nextcloud.

@ Bekijken WEMEUEES il Antwoorden  Form settings

Your forms <

Delen Instellingen

o‘-.r-ﬁlr‘\ for user, group or team ..

[ Laat ons weten of je komt, dan houden we rekening met eten en drinken. ] Deel link

= Aanmelding jubileumfeest 3 [Aanmelding Jub"eumfeest ]

are connected to your account. Een sterretje (*) betekent verplichte

. Permit access to all logged in
=* accounts

Lr‘a Lisa de Wit

[Wat is je naam?

% ( Description (formatting using Markdown is supported)

[ Kom je naar het jubileumfeest?

[_ Description (formatting using Markdown Is supported)

[0

LONee

(O Misschien

[ + Add a new answer optior

+ Voeg een vraag toe
1. of m bare lin

Sharing a form

Form settings
On the Settings tab, you decide, among other things:

« whether the responses are stored anonymously;

o whether someone may fill in the form more than once (Allow multiple responses
per person) and may change their answer later;

« until when the form stays open (Set expiration date) and the maximum number of
responses allowed;
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» whether the form is closed or archived, and what thank-you message the person
filling it in sees.

Most of these settings are still shown in English (for example Store responses
anonymously and Close form); that comes from Nextcloud itself.

@ Bekijken WPSELNEIES il Antwoorden  Form settings

<

Delen Instellingen

{Aanmelding jubileumfeest

CED Store responses anonymously

[ Laat ons weten of je komt, dan houden we rekening met eten en drinken Ol Maurdars reactige’ per pefagon toastant

(I Allow editing own responses
Responses are connected to your account. Een sterretje (*) betekent verplichte )

vragen I Stel vervaldatum in

I Limit number of responses

B Close form

Closed forms do not accept new responses.

[Wat is je naam?

# [ Description (formatting using Markdown is suf d) QI Lock form permanently

O Archive form
Archived forms do not accept new responses
and cannot be modified.

B Custom submission message

Kom je naar het jubileumfeest? Transfer ownership

Description (formatting using Markdown Is supported)

Ola
() Nee

(O Misschien

[
(
il
(
[
(

+ Add a new answer option

+ Voeg een vraag toe

De instellingen van een formulier

The settings of a form

Nextcloud manual - www.weboke.nl 285 /440



WebOké

What the person filling in the form sees

eee @ demo.webokecloud.nlfindex.php/apps/forms/D7MYR3xgW3EWECRf/submit

Gedeeld met jou

=  Aanmelding jubileumfeest

Filling in a form

berichten, en meer

Aanmelding jubileumfeest

Laat ons weten of je komt, dan houden we rekening met eten en drinken.

t to your account. Een sterretje (*) betekent verplichte

Wat is je naam? *

| Lisa de Wit

Kom je naar het jubileumfeest? *

OlJa
O Nee
() Misschien

Wat wil je eten?
[ Viees
O Vvis
[ Vegetarisch

The person filling in the form answers the questions and clicks Submit at the bottom.
Clear form empties everything again.

Viewing the responses

Open the form and choose Answers at the top. Under Summary (1) you see, for each
question, how many people chose what, with percentages. Under Answers (2) you see all
the submissions listed separately. Use Create spreadsheet (3) to put all the responses
into a spreadsheet in your Nextcloud; the three dots (4) show more options. Read A survey
with the answers straight into a spreadsheet to find out how that works.
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L}

@ Bekijken # Bewerk < Delen O

Your forms
Aanmelding jubileumfeest

3 reacties

Antwoorden > Create spreadsheet

| i=  Aanmelding jubileumfeest

Wat is je naam?
Kort antwoord

» 0 {0%): Geen antwoord

= Anne de Groot

» Tomn Visser

» Sanne Bakker

Kom je naar het jubileumfeest?
Radio buttons

2 (67%): Ja

1 (33%): Misschien

0 {0%): Geen antwoord

0 (0%): Nee

De resultaten: een samenvatting per vraag, en alle antwoorden apart

The responses to a form

Please note: are you asking for personal data, such as name, address or phone number?
Only ask for what you really need, explain what you'll use it for, and delete the responses
once you no longer need them.

Nextcloud manual - www.weboke.nl 287 / 440



WebOké

11.4 Collectives: a shared knowledge base for
your team or association

Available in packages with Office. Collectives is included in your WebOké Nextcloud as
soon as your package has at least one Office Suite licence. Then everyone in your package
can use Collectives. See Which apps are included in my package?.

A collective is a shared reference work: a handbook for your association, agreements
within your team, or a family wiki with password tips and the manual for the boiler.
Everyone in the collective can read and edit pages. Pages can have subpages, so you can
build a clear tree structure.

Creating a collective

1. Open Collectives from the app menu.
2. Click Select a collective in the top left and choose New collective (1). If you don't

have a collective yet, the New collective button is also shown in the middle of the
screen.

L L 4 & demo.webokecloud.nlfindex. phpfapps/collectives/

€r Selecteer een colle... ~

Selecteer een collectief

=+ Nieuw collectief o

@ Verwijderde collectieven

8 Instellingen Collectieven

Choosing a new collective

3. In the New collective window, use the smiley icon (1) to choose an icon and enter a
name under Name of the collective (2).
4, Click Add members (3).
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@ demo.webokecloud.nlfindex.php/apps/collectives/

Nieuw collectief

Maam van het collectief

o [+] [ Handboek vereniging

Annuleren eden toevoegen

Choosing a name and icon

5. Under Search accounts, groups, teams (1), type the names of the people, groups
or teams that should be included and click them. At the top you can see who's

already in.
6. Click Create (2). If you don't want to add anyone yet, the button is called Create

without members.
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[ XX ] & demo.webokecloud.nlfindex. php/apps/callectives/

Leden toevoegen aan Handboek vereniging x
olork accounts, groepen, teams
Lisa X

A5 Anne de Groot v Lisa de Wit

Voeg leden toe

LD Lisa de Wit

Choosing the members

Every collective has a team with the same name. Anyone you add to that team later also
joins the collective. See Creating teams and sharing a folder with your whole team about
teams.
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Writing pages

eee @ demo.webokecloud.nlfindex. phpfapps/callectives/Handboek-vereniging-1

© Handboek vere... v
Zoek pagina's —o 2l o+
| # Startpagina o
B Sleutelbeheer clubhuis Mg Io -

E Afspraken bestuur

© Handboek vereniging

Leden «

Welkom in het handboek van onze vereniging. Hier staan alle afspraken, contactgegevens en
handige uitleg.

Inhoud

= Afspraken bestuur

= Sleutelbeheer clubhuis

I Verwijderde pagina's

A collective with pages

» Every collective starts with a Home page. Click Edit (3) in the top right and start
typing. Everything is saved automatically.

o Use the plus icon at the top of the list, Add a page (2), to create a new page. Use
the plus icon next to a page to create a subpage, so you build a tree of chapters.

» Use Search pages (1) to find a page or a word across all pages.

» Formatting works just like in Notes and Text: headings, lists, tables, images, and links
to other pages.

« If two people work on a page at the same time, you see each other's changes
instantly.

« Under Members you can see who's in the collective. Use Manage members (4) to
add or remove people.

» Restore a deleted page under Deleted pages in the bottom left. Use Last changed
by at the top of a page to open the version history.

Where are the pages stored?

Every page is a plain text file (markdown) in your Nextcloud, in a hidden folder called
.Collectives. You don't need to do anything there: always work in the Collectives app. You
can restore an older version of a page via Last changed by at the top of the page.
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Sharing with people outside your Nextcloud

You can share a collective or a single page with a public link. By default, anyone with the
link can only read it. This is handy, for example, for publishing your association's house
rules online without a separate website.

Cleaning up a collective

The owner can delete a collective via the three dots next to the name in the top left. It
then appears under Deleted collectives in the drop-down menu in the top left, where
you can restore it or delete it permanently, optionally together with the team that belongs
to it.
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11.5 Tables: lists and small databases without a

spreadsheet

Available in packages with Office. You can use Tables if you have your own Office Suite
licence. Users in your package without a licence won't see the app. The administrator of
your package assigns licences in My WebOké, see Assigning and ordering extra Office

licences.

With Tables, you create clear lists with fixed columns: a membership list, an inventory, a
customer list or an overview of holiday requests. Unlike a spreadsheet, each column has a
fixed type of data, such as a date, a dropdown list or a checkbox. This keeps the list tidy,

even when several people work in it.

ece & demo.webokecloud.nlfapps/tables/# table/2

Filter items e LEdenlijSt

Tabellen
1 Welcome to WebOké..,
| B8 Ledenlijst

Toepassingen
Anne de Groot

Lisa de Wit

Tom Visser
Sanne Bakker
Ahmed el Amrani

Petra Jansen

A table in Tables

Creating a table

1. Open Tables via the app menu.
2. Click the plus icon next to Tables (1).

1 mrt. 2019

15 sep. 2021

10 jan. 2023

20 mei 2024

3 feb. 2025

12 jun. 2026

Bestuur

Bestuur

Vrijwilliger

Lid

Lid

Vrijwilliger

~

Contributie betaald

3. Choose a name and a template, or start with an empty table (Custom table). There
are templates for, among others, a to-do list, members, customers and holiday
requests. With Import table, you create a table from an existing csv or Excel file.

4. Click Create table.
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[ Z X ] & demo.webokecloud.nl/apps/tables/# /table/2

Aanmaken tabel

Titel

e [ [Titel van de nisuwe tabel

Beschrijving

ST B =N QO e

e -

Begin met typen of type 'f' om toe te voegen...

[1 Custom table

Lege maatwerktabel

[ ToDo overzicht

Maak een eenvoudige
takenlijst.

[] Klanten

Beheer uw klanten.

A new table with a template

Columns and rows

0 Import table

Impart table from file.

[1 Leden

Ledenlijst met enkele
eenvoudige kenmerken,

0
Vakantieaanvrage

Pkl dnen babal am

» You add a column via the three dots above the top right of the table. You choose the

type: text, number, date, dropdown list, checkbox, link or a star rating.

« With Create row (2), you add a line. Fill in the fields and click Save. A field with an

asterisk is required.

» Click a column heading (3) to sort or filter.
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& demo.webokecloud.nl/apps/tables/# /table/2

Creéer rij

[ Joost Willems|

Lid sinds

Kies eeri dati

Kies een datum
dd-mm-yyyy

Lid

Contributie betaald
a»

I Add more Opslaan

Adding a row

Views

A view is a filtered or sorted section of your table, for example only the members who
haven't paid yet. You create a view via the three dots next to the table in the list on the
left. The view then appears below the table. You can share views separately.

Sharing

Via the three dots next to the table, you share it with people, groups or teams in your
Nextcloud. You choose whether they may only read, may add rows or may also manage
the columns. Anyone without their own Office licence can't open Tables.

Tip: want to calculate with the numbers, create charts or print the list? Export the table as
a csv file and open it in Euro-Office. See the Euro-Office manual.
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11.6 Analytics: data in charts

Available in packages with Office. You can use Analytics if you have your own Office
Suite licence. Users in your package without a licence won't see the app. The
administrator of your package assigns licences in My WebOké, see Assigning and ordering
extra Office licences.

With Analytics, you create reports with charts from data you already have: a csv file or
spreadsheet in your Nextcloud, a table from Tables or a source on the internet. Handy for
things like membership numbers per year, turnover per month or your home's meter
readings.

[ E ¥ | & demo.webokecloud.nlfapps/analytics/

yerichten, en meer

88 OQverzicht

i Q, Apps, bestanden, berichte ctrl || &
+r Favorieten LY
O Panoramas A LYTIcs

~ Rapportages

B Datasets
Favorieten

Demo: Thresholds Demo: Population ... Demo: Analytics D... Demo: Sales Rank... Demo: Sales raw ...
Threshold Real-time CSV dat.. Real-time downlo... Top 3 sales chann Retail stores

oA by =

0 63.000

Snelstart

I W

Introductie

+ Nieuw

% Instellingen

Analytics

The screen

» Overview: your favourite reports and the quick start.

» Reports: all your reports. Each report shows a chart and the accompanying table.
« Panoramas: several reports together on one page, like a dashboard.

Datasets: data that you maintain in Analytics itself and use in several reports.

Creating a report

1. Click New (bottom left or under Quick start).
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2. Choose the source, for example a csv file from your Nextcloud, and give the report a

name.

3. Choose the type of chart: bar, line, pie or just a table.

[ E X ) & demo.webokecloud. nlfindex. php/appsfanalytics/n/s

88 Qverzicht

tr Favorieten
O Panoramas
~ Rapportages

B Datasets

+ Nieuw

@ Instellingen

A report in Analytics

Demo: Sales Ranking

x

Top 3 sales channels and others, comparing 2025 and 2026. Explore filters, sorting, chart field mapping and styles, and
a pivot table with calculated totals and currency formatting.

80.000
70.000
fi0.000

T 50.000

2 40.000

Sales channel
Online shop
Retail stores
Channel partners

overige

Total

Channel partners

2026
€ 76.000
€ 63.000
€ 54.000
€ 48.000

€ 241.000

; 30,000
20.000
10,000

2]

overige

Sales charine!

2075 2026

2025 ;
£58.000
€51.000
£ 38,000
€ 36.000

€ 184.000

Total r

online shop

€ 134.000
€ 114.000
€ 93.000
€ 84.000

€ 425.000

increase
€ 18.000
£ 12.000
€ 15.000
€12.000

€57.000

Retail stores

2026 vs. 2025

131,0%
123,5%
138,5%
133,3%

131.0%

With Introduction under Quick start, you get a short tour. The demo reports show you

what's possible.

Tip: for most people, a chart in a spreadsheet from Euro-Office is simpler. Analytics is
handy if your data keeps changing, for example a csv file that's updated every month: the
report then updates automatically.
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11.7 Using the Dashboard and apps together

The apps in your WebOké Nextcloud work together. Cards from Deck appear in your
Calendar, tasks appear on your Dashboard and a Talk meeting appears in your calendar.
This way, you don't need to visit every app to see what needs doing today.

Deck cards with a deadline

« In Deck, under Upcoming cards, you'll find all cards with a due date from all your

boards.
» If you switch on the Show boards in calendar/tasks option in Deck settings,

each board gets its own calendar in the Calendar app and its own list in the Tasks
app. You can read exactly how this works in A Deck board with deadlines in your

calendar.

[ L J @ demo.webokecloud.nlfapps/deck/upcoming

| 8 Aanstaande kaarten = M Aanstaande kaarten +

& Alle borden Vervallen Vandaag Morgen Komende 7 dagen

® Nieuwe website verenig...
Planning bespreken in Talk Contactformulier maken

@ Welkom bij Nextcloud D...

+ Bord toevoegen

L Importeer bord

# Deck Instellingen

Upcoming cards

The Dashboard

The Dashboard is your home page. Click Customise at the bottom; in the Edit widgets
window, tick the blocks you want to see. Useful blocks for collaboration:

Block What you see
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Upcoming cards, Cards due today,

Cards due tomorrow

Talk mentions

Upcoming events (1)
Upcoming tasks
Favourite files

Notes

Recent pages

Important mail and Unread mail

ene & demo.webokecloud.nlfapps/dashboard;

Q

Talk vermel..

Favoriete b...

Choosing blocks for the Dashboard

Your Deck cards with a due date

Conversations where you've been mentioned or have
unread messages (only with Office)

Your next appointments from Calendar
Tasks with a deadline from the Tasks app
Files you've marked with a star

Your latest notes

Pages from Collectives that have been worked on (only
with Office)

Mail from Nextcloud Mail

Widgets bewerken

© ] * |
Status

= = 4 0 A

Belangrijke ... Aan’°d... Recente ac... Rapportages

& [] = O O Y B

Recente pa... Aanstaand... aarten die... Kaarten die...

] - 7 I = ) Vs

Ongelezen ... Notities Op deze dag Aanstaand..

[ O

Recente sta...

You can read more about setting up the Dashboard in Making the Dashboard your own.

More combinations

» Calendar and Talk: add the link to a Talk conversation to the location field of an
appointment. The meeting then appears on the Home page of Talk. See Video calling
and meetings: camera, microphone, background and raising your hand.
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» Talk and Files: share a file in a conversation and edit it together. See Sharing files
and viewing them together in a conversation.

« Forms and Euro-Office: have the answers to a form sent to a spreadsheet. See A
survey with the answers straight into a spreadsheet.

» Search: the search field at the top of Nextcloud searches files, Talk messages, Deck
cards, notes, calendar and contacts all at once.

« Smart links: paste a link to a Deck card or file into Talk, Notes or Text, and
Nextcloud will show a preview with the title and status.
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Photos and Memories
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12.1 Photos or Memories: which app for what?

Your WebOké Nextcloud includes two apps for photos and videos: Photos and Memories.
They show the same photos from your Files, but in a different way. You can use both;
nothing is duplicated and nothing is copied.

What for

Which photos

Albums

Map
Recognising people

Changing the date or
location of a photo

On This Day

Photos

Photos

Easy browsing, creating albums
and sharing

From the folders you choose in
Photos settings (the Photos
folder by default)

Yes, also collaborative albums and
sharing via a link

Yes
Yes, under People

No

Yes, under On This Day

Memories

Quickly scrolling through
thousands of photos, on a timeline
with years and months

From the folder you choose the
first time as the basis for your
timeline

Yes, the same albums as in Photos

Yes, with zooming in to street level
Yes, under Explore

Yes, with Edit metadata

Yes, at the top of the timeline and
under Today

Open Photos from the app menu. On the left are the views: All media (1), Albums (2),
Collaborative albums (3), People (4), Folders (5) and Map (6). You'll also find Photos,
Videos, Favourites, On This Day, Shared with you, Tags and Places. At the top left, you

search with Search by file name and filter with Select filters. Use Slideshow at the top
to view the photos one by one, full size.
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[ B ¥ | & demo.webokecloud.nlfindex. phpfapps/photasf

Q, Zoeken op bestandsnaam

[ Selecteer filters w ‘

mei 2026

| M Alle media

Foto's

x Video's

& Albums

22, Gezamenlijke albums

& Mensen

3 Mappen

v Favorieten maart 2026

[} Op deze dag ‘ Ea
@ Herinneringen i
=, Met je gedeeld

o Tags

© Locaties

M Kaart

8 Instellingen voor foto's

De app Foto's: links de we

The Photos app

Memories

O Al je media 88 Density

LURLEL

» Diavoorstelling

Nieuw album aanmaken van filters

Open Memories from the app menu. The first time, the app asks which folder should be
the basis of your timeline. Click Click here to start (1) and choose the folder where your
photos are stored, for example the folder your phone automatically uploads them to. If you

choose the root folder, you'll see all the photos from your entire Nextcloud. You can

change this later in the Memories settings.
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Opening Memories for the first time

Memesies

Een betere foto-ervaring wacht op je

Kies de hoofdmap van je tijdlijn om te beginnen

@ Klik hier om te beginnen
J& kunt dit later aftijd nog wijzigen in de ins

a, Search your photos ...

After that, you'll see all your photos on the Timeline (1), the newest at the top, grouped
by day. At the top are photos taken exactly a year or longer ago on this day, such as the
little bird from a year ago below. On the left, you'll also find Folders (2), Albums (3), Map
(4), Explore, Favourites, Archive and Tags. Use the search field at the top right (5) to

search your photos.
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[ R X ] a8 demo.webokecloud.nlfindex. phpfappsimemories/

@G Search yourphotos ... & &

| 1® Tijdlijn

Q, Verkennen
W Mappen
% Favorieten
A Albums
B8 Archief

(2 vandaag
0 Kaart

® Tags

24 okt 2025

§ Instellingen

Memories: all your photos on a timeline

Tip: both apps sort by the date the photo was taken, as recorded in the photo itself. If
photos appear on the wrong day, Map and location: adjusting the date of a photo explains
how to fix that.

Photos from your phone

Let your phone automatically upload new photos with the Nextcloud app. They'll then
appear automatically in Photos and Memories. See Photos from your phone to your
Nextcloud.
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12.2 Timeline, albums and folders

Your photos are simply stored as files in your Nextcloud. The Photos and Memories apps
show them in three ways: by date (the timeline), by album and by folder.

Which folders does Photos show?

Photos shows the photos from the folders you choose yourself. Click Photos settings at
the bottom left. Under Media folders, only the Photos folder is listed by default. Click
Add folder and choose the folders where your photos are stored, for example the folder
your phone uploads to. Under Upload folder you choose where photos go that you upload
in the Photos app. If you see nothing in Photos, Media folders usually doesn't yet contain
the right folder.

[ Z X ] & demo.webokecloud.nlfindex php/apps/photos/

Algemeen

Mediamappen
Kies de mappen van waaruit foto's en video's getoond worden

3 Photos

[0 Vitjes en vakantie

+ Map toevoegen

Uploadmap
[Photos

Vierkante foto overzicht

Keyboard shortcuts

Diavoorstelling

Verige foto -

Volgende foto =

Play or pause the slideshow Space

Close the slideshow Escape

Show or hide photo metadata i

Foto's B.0.0

Choose the folders with your photos

The timeline

All media in Photos and the timeline in Memories show all your photos and videos by
date, with the newest at the top. With Photos and Videos in Photos, you see only photos
or only videos. Click a photo to view it in full size; use the arrow keys to move to the next
one.
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Albums

An album is a collection of photos from different folders. The photos stay in their folder;
the album just refers to them. If you remove a photo from an album, it simply remains in

your Files.

[ R X & demo.webokecloud.nlfindex. phpfapps/photos/albums

@ Alle media O Albums + Nieuw albumo

@ Foto's

x Video's

| ™ Albums

22, Gezamenlijke albums
& Mensen

0 Mappen

+r Favorieten

) Op deze dag

@ Herinneringen

= Met je gedeeld

© Tags

@ Locaties Dagje dierentuin

oktober 2026 [] 3 foto's en video's

M Kaart

8 Instellingen voor foto's

Your albums

1. In Photos, go to Albums and click New album (1).

2. Enter a name under Name of the album and, if you like, a place under Location of

the album. With Add collaborators you share the album straight away with

others.

3. Click Create album and choose the photos to include.
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[ Z X ] & demo.webokecloud.nlfindex. php/apps/photos/falbums

Nieuw album

Naam van het album
(Vakant\e Limburg

@ Locatie van het album

[ Selecteer filters

+&, Bijdragers toevoegen = Album aanmaken

Creating a new album

In an open album, you can later add more photos with Add photos to this album (1).
The button next to it (2) lets you share the album. You can also select photos in the
timeline and then add them to an album. At the top of All media, Create new album
from filters creates an album from all photos that match your filters, for example a place
or period.
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[ XX ] @ demo.webokecloud.nljindex.phpfapps/photosfalbums/Dagje dierentuin

& Alle media
Foto's
o Video's

| 1® Albums

22, Gezamenlijke albums

1B Mansen Dagje dierentuin

3 foto

£ Mappen

Yr Favorieten

] Op deze dag
@ Herinneringen
= Met je gedeeld
© Tags

© Locaties

M Kaart

8 Instellingen voor foto's

Een album openen: foto's toevoegen en het album delen

Opening an album

Folders

< Dagje dierentuin

o + Foto's toevoegen aan dit album  «®

Under Folders you see your photos by folder, exactly as they're organised in Files, but
shown as large previews. Handy if you already keep your photos neatly organised in
folders by year or by event, such as the folder Outings and holidays (1) below.
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ese & demo.webokecloud.nlfindex. phpfapps/photos/folders

B Alle media O Mappen + Nieuw

Foto's

ol Add your

Albums -

=2, Gezamenlijke albums ]mage thE!

& Mensen
l- S onmes en vakantie
+r Favorieten

[} Op deze dag

@ Herinneringen

= Met je gedeeld

© Tags

© Locaties

M Kaart

£ Instellingen voor foto's

Onder Mappen zie j@ j& foto's per map. zoals ze in Bestanden staan

Your photos by folder

Favourites and tags

» Click the star next to a photo to mark it as a favourite. Your favourites appear under
Favourites.

» Labels (tags) that you give a photo in Files can be found under Tags. See Searching,
favourites, recent and tags.

Deleting photos

If you delete a photo in Photos or Memories, you delete the file from your Nextcloud. It
then stays in Deleted files for a while and can be restored. See Recovering a deleted file
from Deleted files. If you just want to remove a photo from an album, select it in the album
and choose Remove selection from album.

Nextcloud manual - www.weboke.nl 310/ 440



WebOké

12.3 Sharing an album with family or friends

You can share an album with people in your Nextcloud, so they see it in their own Photos
app, or with anyone via a link. This way you can show your holiday photos to the family

without emailing them or posting them on social media.

Sharing with someone in your Nextcloud

1. Open the album in Photos and click the share button in the top right corner (Manage

collaborators for this album), next to Add photos to this album.

2. The Add collaborators window opens. Under Search people or groups, type a

name and click the person or group.
3. Click Save (2).

Beheer bijdragers

Bijdragers toevoegen

Mensen of groepen toevoegen die jouw album kunnen bewerken

Lisa

L 5 Lisa de Wit

@ Delen via openbare link

Een album delen: zoek de mensen met wie je het album deelt

Searching for collaborators
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demo.webokecloud. nl/index. php/apps/photos/albums/Dag|e dierentuln

Beheer bijdragers

Bijdragers toevoegen

Mensen of groepen toevoegen die jouw album kunnen bewerken

| Ug Lisadewit X

o @De\en via openbare link

Lisa staat bij de bijdrag met Delen via openbare fink deel je met m

Lisa has been added as a collaborator

The other person sees the album in Photos under Collaborative albums, along with who
shared it. Collaborators can not only view the album but also edit it: they can add their
own photos to it. Handy after a family gathering, where everyone adds their own photos.
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eee & demo.webokecloud.nlfindex php/apps/photos/sharedalbums

& Alle media O Gezamenlijke albums

Foto's

Cx Video's

& Abums

| s Gezamenlijke albums
@ Mensen

£ Mappen

Yr Favorieten

] Op deze dag

@ Herinneringen

= Met je gedeeld

© Tags
@ Locaties Dagje dierentuin

)26 [] 3 foto's en video's

Kaart
= Anne de Groot

£ Instellingen voor foto's

This is how Lisa sees the shared album

Sharing via a link

In the same window, click Share via public link (1). Anyone with the link can view and
download the photos, even without an account. Copy the link and send it to whoever you
want. If you no longer want to share it, delete the link in the same window.

Please note: anyone who has the link can see and forward the photos. Only share a link
with photos of children or other private photos with people you trust.

Prefer to share a folder?

You can also share the folder containing photos from Files. This is handy if others need to
add their own photos, for example after a family gathering: share the folder with editing
rights, or create a file request. See Sharing with a user from your own Nextcloud, Creating
a public link: viewing, editing, password, expiration date and download limit and Having
files sent to you: file drop and file request. A shared folder with photos counts towards the
owner's storage, see Anyone using shared files uses your storage.

Tip: does a video in a shared album not play for the other person? Then share the folder
with the video via Files, or let the other person download the video.
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12.4 Recognising and searching for people and
things

Your WebOké Nextcloud can recognise faces, animals, objects and landscapes in your
photos. This happens on our own server in the EU; your photos don't go to Google, Apple
or any other service.

How it works

« After uploading, Nextcloud scans your photos in the background. With a lot of photos,
this can take hours to days. New photos are added automatically.

» Faces belonging to the same person are grouped together. You'll find them in Photos
under People.

» Recognised things, such as animals, plants, buildings or a beach, become labels
(tags). You'll find these under Tags.

Don't see anything under People yet? Then recognition is still in progress, or there aren't
yet enough photos of the same person. A face only becomes a person once it appears in
several photos.

Giving names

1. Go to People and click on a group of faces.
2. Give the person a name.
3. If there's a photo of someone else in the group, remove it from the group.

Names and groups are only visible to you. If you share an album, the other person won't
see the names.
Searching

« In Memories, use the search field in the top right to search for a person, a tag or a
location.
« The search field at the top of Nextcloud searches by file name and labels.

Would rather not have recognition?

Recognition is switched on for your entire Nextcloud. If you'd like to turn it off, please
contact WebOké via a ticket or the Al assistant in My WebOké.
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12.5 Map and location: adjusting the date of a
photo

A photo from your phone usually contains the date and time it was taken, and often the
place too. This information is called metadata (or EXIF). Photos and Memories use it for the
timeline and the map.

Your photos on the map

Open Map in Photos or in Memories. You'll see a world map showing where your photos
were taken. Zoom in and click a cluster to see the photos from that place.

ese & demo.webokecloud. nlfindex. php/appsimemories/map?b=51.982501,52.027307,5.871592,5 932446527=14

B Tijdlijn
Q. Verkennen
B Mappen
+ Favorieten
A Albums
B8 Archief

(8 Vandaag

| O Kaart

W Tags

£ Instellingen

Your photos on the map

Doesn't a photo appear on the map? Then it has no location data. This happens if your
camera app's location service was switched off, or if the photo was shared via WhatsApp,
Signal or another app, as these often strip out the location. It's therefore better to upload
the original, for example with automatic upload (see Automatically uploading photos).

Why does a photo show the wrong date?

Photos and Memories sort by the date stored in the photo itself. If there's no date in it,
they use the file's date, usually the day it was uploaded. You often see this with:
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» photos from a Google Photos export (Google puts the date in a separate file), see
Transferring Google Photos with the correct dates and albums;

» scanned photos;

» photos forwarded via a messaging app.

Adjusting the date or location in Memories

1. Open Memories and click the photo. It opens in full size. At the bottom left, you'll
see the date and time currently stored in the photo.

2. Click the three dots at the top right and choose Edit metadata.

. Under Date / Time, adjust the Year, Month, Day, Hour and Minute fields.

4. Under EXIF Fields, you can optionally fill in a Title or Description. Under
Geolocation, look up a place, or remove an incorrect location with the cross icon.

5. Click Save at the bottom. Memories writes the new information into the photo itself,
so it stays correct even if you download the photo later.

w

& demo.webokecloud nlfindex. phpfapps/memories/#v/20590/3109

# Download
[7 Bekijken in map

B Diavoorstelling

B Bewerk metadata

) Draai/ Spiegel

Toevoegen aan album

The menu of an open photo
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@®® & demo.webokecloud.nl/index.phpfappsimemories/#v/20590/2109&m

Bewerk metadata

Date / Time
17 mei 2026, 12:15

Jaar. Maznd 3 ' it
2026 l 5 17 12 15

Collaborative Tags

EXIF Fields
Titel

Unchanged

Omschrijving

Label

Cameramerk
Fairphone
Cameramode!
Fairphone 5
Lensmodel
changed
Auteursrecht

Geolocation
52.004900, 5.902000

Edit metadata: date, title, description and location

Tip: in the same menu, you'll find Rotate / Flip to straighten a crooked photo, and Add
to album.
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12.6 Photos from your phone to your Nextcloud

The easiest way to get your photos into your Nextcloud is to upload them automatically
with the Nextcloud app on your phone. Every new photo then goes to your Nextcloud by
itself and appears in Photos and Memories.

How to turn it on

You can read step by step how to turn on automatic upload on your iPhone or Android in
Automatically uploading photos. Has it stopped working after an app update on Android?
Then check Resuming photo upload on Android after an app update. If uploading stops,
Photo upload on your phone stops can help.

Make sure the apps can find the photos

» Check which folder the app puts your photos in (for example a folder called Camera
or InstantUpload).

« Add that folder under Photos settings in Photos, see Timeline, albums and folders.

« In Memories, choose a timeline folder that this folder falls under, see Photos or
Memories: which app for what?.

Photos from your computer

Drag a folder of photos into Files in your browser, or put them in your Nextcloud folder on
your computer using the desktop app. See Uploading and downloading, including large
files, whole folders and zip and Installing Nextcloud Files on Windows.

Photos from Google Photos

If you're switching from Google Photos, use the WebOké Import Tool: it brings along the
date, location and device of your photos. See Transferring Google Drive, Photos, Calendar
and Contacts with the WebOké Import Tool and Transferring Google Photos with the correct
dates and albums.

Please note: photos and videos take up a lot of space. Check every now and then how
much storage you have left, see Viewing your storage: what counts and what doesn't.
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Switching to your WebOkeé
Nextcloud
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13.1 Preparing: what to bring and in which order

You're switching to your WebOké Nextcloud. Great! With a bit of preparation, the move will
go smoothly and you won't lose anything. This article explains what to bring, with which
tool, and in which order.

Which tool do you use?

You're coming
from

Google (Drive,
Photos, Calendar,
Contacts)

Dropbox

OneDrive or
Microsoft 365

iCloud, Outlook or
another calendar

Nextcloud Free or
another
Nextcloud with
WebOké

A Nextcloud with
another provider

Checklist before you start

Step

1. Check how much space
you're using with your old

service.

2. Tidy up your old service.

3. Create your users first

(Family and Max).

Tool

WebOké Import
Tool in
Nextcloud

Data migration
in Nextcloud

Data migration
in Nextcloud

Export and
import

Nextcloud
Export in My
WebOké

The desktop
app, or export
and import

Why

What comes
along

Folders from
Drive, photos,
calendars and
contacts

All your files

Files, contacts and
calendars

Calendars (ics)
and contacts
(vCard)

Contacts,
calendars and
files

Files, calendars
and contacts

Read

Transferring Google Drive, Photos,
Calendar and Contacts with the
WebOké Import Tool

Moving Dropbox across with Data
Migration

Transferring OneDrive with Data
Migration and Switching from
Microsoft 365 to WebOké: files,
documents, mail and calendar

Moving your calendar and contacts
from Google, iCloud or Outlook (ics
and vCard)

From Nextcloud Free to a paid
package, or from another
Nextcloud provider

From Nextcloud Free to a paid
package, or from another
Nextcloud provider

Does it fit in your plan? With Free you have 5 GB, with Personal
250 or 500 GB. You can arrange more storage in My WebOké

(More storage or users, changing or cancelling your package).

The import tools bring everything along. It's best to delete

anything you don't want to keep beforehand.

Everyone moves their own data into their own account. See

Creating, editing, disabling and deleting users.
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4. Log in and secure your
account.

5. Move your files over first.

6. Then move your
calendars and contacts.

7. Only install the desktop
app and the app on your
phone after that.

8. Check that everything is
there.

9. Only cancel your old
service after that.

For example, set up an authenticator app. See Logging in for the
first time and Setting up an authenticator app and saving backup
codes.

This takes the longest. The import continues in the background;
you can close the window.

Do this once and into an empty calendar or address book, so you
don't end up with duplicates.

That way they sync everything in one go, rather than halfway
through an import. See Installing Nextcloud Files on Windows and
Which apps do you need on your phone and tablet?.

Compare a few folders and count your contacts and
appointments.

Keep your old service running for a while until you're sure
everything has transferred correctly.

Tip: turn off the sync app of your old service on your computer during the move, for

example Google Drive for desktop, Dropbox or OneDrive. That way, two programs won't be

working in the same files at the same time.

Please note: new files that you still save to your old service during the move won't come
along automatically. So from the start of the move, work in your WebOké Nextcloud as

much as possible.
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13.2 Transferring Google Drive, Photos, Calendar
and Contacts with the WebOké Import Tool

With the WebOké Import Tool, you transfer your data from Google to your WebOké
Nextcloud: folders from Google Drive, your photos from Google Photos, your calendars and
your contacts. You do this in Nextcloud itself. The transfer runs in the background, so you
can carry on working in the meantime.

Opening the Import Tool

1. Log in to your WebOké Nextcloud.
2. Click your profile picture in the top right and choose Settings.
3. Click WebOke Import Tool on the left (1).

[ L X @ demo.webokecloud.nlfindex.php/settingsfuserjweboke_google_import

Personal

& Profile & contact

@ Language & locale

@& Beveiliging b‘" -
WEeR:.4:K€.n

0 Meldingen

+ Weergave en toegankelijkheid

WebOke Google Import

Imperteer eenvoudig je data van Google naar Nextcloud

& Delen

@ Beschikbaarheid
| = WebOke import Tool o
B WebOke Taken Manager

Aanmelden bij Google
o Flow

™ Photo import{zip) Google Drive Google Agenda Google Contacten
o Intros

Administration

& Gegevensmigratie

Stap 1: Gebruik Google Takeout om je foto's te exporteren
T Uiterlijk

Gebruik Google Takeout om al je foto's en video's in ZIP b naar je
verplaatsen.

1. Ga naar takeout.google.com
2. Klik op "Deselecteer alles™ bovenaan
3. Scroll naar beneden en vink alleen "Google Foto's" aan

4. Klik onderaan op "Volgende stap”

The WebOke Import Tool (1) and the Photo import(zip) section (2)

You'll see the Logging in to Google button and the sections Photo import(zip) (2),
Google Drive, Google Calendar and Google Contacts.

Step 1: requesting access

The Import Tool is WebOké's own app registered with Google. Google only allows this app
to work for Google accounts that we've registered in advance. If you click Google Drive,
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Google Calendar or Google Contacts without having access, you'll see the window Access
to Google Account required.

eee @ demo.webokecloud.nlfindex. php/settingsfuser/weboke_google_import

Toegang tot Google Account vereist

WebOke heeft een eigen Google App ontwikkeld waarmee we de
verhuizing zo eenvoudig mogelijk voor je kunnen maken. Om gebruik
te maken van deze app moeten we je Google account hier toegang tot

geven,

Via onderstaande knop kan je een support ticket bij ons aanmaken, Als
je aangeeft dat je gebruik wilt maken van de migratie tool en daarbij
het emailadres van je Google account aan ons doorgeeft, dan zorgen
wij dat je zo snel mogelijk toegang tot de app krijgt.

& Verbinden met Google Account

& Ticket indienen

san met Ticket indienen

Don't have access yet? Request it with Submit a ticket (1)

1. Click Submit a ticket (1).

2. In the ticket, explain that you want to use the migration tool, and provide the email
address of your Google account.

3. We'll register your account with Google and let you know when you can continue. Do
this for each Google account you want to transfer.

Step 2: logging in to Google

1. Click Logging in to Google, or, in the window, click Connecting to Google
Account.

2. Log in with your Google account and grant permission for the sections you want to
transfer.

3. You'll return to Nextcloud. You can now use the sections.

Folders from Google Drive

Under Google Drive, choose the folder you want to transfer and start the transfer. You
transfer one folder per task. If you have several folders, start multiple tasks; these can run
at the same time.
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Calendars and contacts

« Under Google Calendar, choose one or more calendars. This is usually done within

a few minutes.

» Under Google Contacts, choose which groups of contacts you want to transfer, and
which address book they'll go into in Nextcloud.

Photos from Google Photos

Photos are transferred in three steps, because Google only provides them as zip files. The
steps are also shown in the Import Tool under Photo import(zip).

1. Exporting from Google. Go to takeout.google.com, click Deselect all, tick only
Google Photos and click Next step. Under transfer method, choose Add to Drive,
export once, file type ZIP and file size 10 GB. Click Create export. Google will email
you once the zip files are ready in the Takeout folder in your Google Drive.

2. Bringing the zip files to Nextcloud. In Photo import(zip), click Migrate takeout
files from Google Drive. Wait until the task is finished.

3. Extracting the photos. Choose the Google Takeout Import folder containing the
zip files and a destination folder for your photos, then click Start Google Photos
Import. The albums are kept.

L L N @ demo.webokecloud.nljfindex.php/settings/user/weboke_google_import

Personal

& Profile & contact

@ Language & |ocale

& Bevelliging

0 Meldingen

+ Weergave en toegankelijkheid
& Delen

@ Beschikbaarheid

| = WebOke Import Tool

B WebOke Taken Manager
o Flow
& Gegevensmigratie

o Intros

Administration

T Uiterlijk

Photo import{zipl: de opties voor het importeren van je

ecteer hieronder de map
doelmap voor je foto's

albumstructuur

Map met G le Tal it ZIP-bestand,

/Google Takeout Import

Doelmap veor geil teerde foto's:

Selecteer een doelmap...

Import opties:
Tags aanmaken voor albums

Maakt een Nextcloud tag aan voor elk Google Photos albur

("] HEIC/HEIF foto's converteren naar JPG (iPhone formaat)

"Google Takeout Import" waar de ZIP bestanden naart

De toal verwerkt automatisch alle ZIP-bestanden en behoudt de

Bladeren

Converteert iPhone HEIC/HEIF bestanden naar standaard |PG formaat voor betere co

(| Foto's comprimeren om ruimte te besparen

Datum filter (optioneel):
Van datum: Tot datum:
dd-mm-yyyy 0 dd-mm-yyyy O

Stop na X ZiP-bestanden (0 = alle verwerken):

Google-foto's

Photo import(zip): the folder with zip files, the destination folder and the import options

In the last step, you also choose a few options:
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» Create tags for albums: each photo is given a label with the name of its album.

« Convert HEIC/HEIF photos to JPG: handy if your photos come from an iPhone and
you want to be able to open them everywhere.

« Compress photos to save space: the photos become smaller, but also slightly less
sharp. If you want to keep the originals, leave this off.

« Date filter and Stop after X ZIP files: handy for trying it out with a few photos
first.

The date taken, the location and your device's details are kept. You can read more about
photos and dates in Photos from Google Takeout with the correct date.
Tracking progress

Each transfer is a task that runs in the background. You can close the window. You can see
progress under WebOke Taken Manager in Settings, and you'll get an email when it's
finished. The transfer takes anywhere from a few minutes to a few hours, depending on
how much you're bringing across.

Tip: transfer your photos before you let the Nextcloud app on your phone upload photos.
Otherwise, you'll end up with duplicate photos from your phone.

This explanation is also available in our knowledge base article Migrating from Google
Drive to WebOké Nextcloud.
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13.3 Moving Dropbox across with Data Migration

With Data Migration, you can bring all your files and photos from Dropbox to your
WebOké Nextcloud. You link your Dropbox with an access code, choose a folder and the
server does the rest.

Please note: you cannot choose which files come across. Data Migration brings
everything in your Dropbox. If there's something you don't want to bring over, remove it
from Dropbox first, or tidy it up afterwards in Nextcloud.

How to move Dropbox across

1. Log in to dropbox.com, so that you're already logged in when you link your Dropbox
later.

2. Log in to your WebOké Nextcloud, click your profile picture at the top right and
choose Settings.

. Click Data Migration on the left.

. Under Dropbox data migration, click Connect to Dropbox to get an access
code (1).

. Dropbox opens in a new window. Click Allow.

. Dropbox shows an access code. Copy this code.

. Go back to Nextcloud and paste the code into the Dropbox access code field (2).

. Choose the Importdirectory: the folder in Nextcloud where your Dropbox files will
go. Click the pencil to choose a different or new folder.

9. Start the import with the button for importing your Dropbox files.

H W

0 N O U
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ese @ demo.webokecloud.nlfindex.php/settings/user/migration

Personal o

33 Dropbox data migration

& Profile & contact

@ Language & locale o] Connect to Dropbox to get an access code

& Bevelliging

o Meldingen

F Weergave en toegankelijkheid

2 Delen Microsoft OneDrive integration
@ Beschikbaarheid Inschakelen navigatielink

o WebOke Import Tool

@ WebOke Taken Manager 5] Connect to OneDrive
o» Flow
| & Gegevensmigratie

o Intros

Administration

T Uiterlijk

Instellingen, Gegevensmigratie: Dropbox koppelen met een toegangscode

Data Migration: linking Dropbox (1) and pasting the access code (2)

How long does it take?

Anywhere from a few minutes to a few hours, depending on how much you have in
Dropbox. You can close the window: the server keeps working in the background. If you
come back to the Data Migration page later, you'll see whether the import is still running.

Tip: do you use the Dropbox app on your computer? Turn it off once the import is finished
and you've checked that everything's there. Then install the Nextcloud desktop app
(Installing Nextcloud Files on Windows).

This explanation is also available in our knowledge base article Migrating from Dropbox to
WebOké Nextcloud.
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13.4 Transferring OneDrive with Data Migration

Coming from Microsoft OneDrive? With Data Migration you transfer your files to your
WebOké Nextcloud, as well as your contacts and calendars from your Microsoft account.

How to transfer OneDrive

1. Log in to your WebOké Nextcloud, click your profile photo in the top right and choose
Settings.

2. Click Data Migration on the left.

3. Under Microsoft OneDrive integration, click Connect to OneDrive (1).

4. A Microsoft window opens. If you're already logged in to Microsoft, the connection is
made straight away. Otherwise, log in in that window and give your consent.

5. Back in Nextcloud, you'll see which OneDrive account you're connected to, and what
you can import: your files, your contacts and your calendars.

6. Under Importdirectory, choose the folder where your OneDrive files will go. Use the
pencil icon to choose a different or new folder.

7. Start importing your files. If you also want to transfer your contacts and calendars,
start those imports too; for calendars, the button is called Import calendar.

[ E X | & demo.webokecloud.nlfindex. php/settings/user/migration

Personal L u}

2 Profile & contact 33 Dropbox data migration

@ Language & locale [# Connect to Dropbox to get an access code
& Beveiliging
&= Dropbox access code
4 Meldingen
+ Weergave en toegankelijkheid

2 Delen Microsoft OneDrive integration

@ Beschikbaarheid Inschakelen navigatielink

o WebOke Import Tool
B WebOke Taken Manager O] Connect to OneDrive

o Flow

| & Gegevensmigratie
o Intros

| Administration

T Uiterlijk

Connecting OneDrive in Data Migration (1)

Just like with Dropbox, Data Migration brings across all your files. If there's anything you
don't want to keep, it's best to delete it in OneDrive first. The import keeps running in the
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background; you can close the window. It takes anywhere from a few minutes to a few
hours.

Do you work with Microsoft 365?

Then there's more to transfer: your email, your Word, Excel and PowerPoint files and
perhaps Teams. Read Switching from Microsoft 365 to WebQOké: files, documents, mail and
calendar for that.

This explanation is also in our knowledge base article Migreren van Microsoft OneDrive
naar WebOké Nextcloud.
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13.5 Moving your calendar and contacts from
Google, iCloud or Outlook (ics and vCard)

You move calendars and contacts using two types of files that almost every service
supports: an ics file for a calendar and a vCard file (vcf) for contacts. You export them
from your old service and import them into your WebOké Nextcloud.

Tip: coming from Google or OneDrive? Then it's easier to use the built-in tools in
Nextcloud. See Transferring Google Drive, Photos, Calendar and Contacts with the WebOké
Import Tool and Transferring OneDrive with Data Migration.

Step 1: exporting from your old service

Service Calendar Contacts

Google In Google Calendar's settings, under In Google Contacts with Export,
Import and export. You'll get a zip file with ~ then choose the vCard format.
an ics file per calendar.

iCloud Via the Calendar app on a Mac: export the  On icloud.com under Contacts:
calendar as an ics file. select your contacts and export
them as vCard.

Outlook and Search your service's help for export Search your service's help for
other services calendar or save calendar as ics. export contacts as vCard.

The exact menu names differ per service and sometimes change. If you're unsure, check
your old service's help.

Step 2: importing into your Nextcloud

« You import a calendar in the Calendar app, at the bottom left under Calendar
settings, with Import calendar. You choose the ics file and the calendar the
appointments should go into. Read how this works in Subscribing to an external
calendar and importing a calendar.

e You import contacts in the Contacts app. You choose the vCard file and the address
book. See Contacts: creating, groups, importing and exporting.

How to avoid duplicates

» Import each file only once. If you import it twice, your appointments or contacts will
appear twice.

» It's best to import contacts into a new, empty address book. If something goes
wrong, you can simply delete that address book and start again.

» Nextcloud supports vCard files in version 3.0 and 4.0. If importing doesn't work, try
exporting again in one of these versions.

 Still have duplicate contacts? Read Cleaning up duplicate contacts after transferring.
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Subscribing instead of moving

Do you just want to keep seeing a calendar rather than moving it, such as a school or
sports club calendar? Then subscribe to that calendar's link. Read how in Subscribing to an
external calendar and importing a calendar.

After that, set up your calendar and contacts on your phone and computer. See Calendar
and contacts on the iPhone and iPad and Calendar and contacts on Android with DAVX5.
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13.6 Switching from Microsoft 365 to WebOké:
files, documents, mail and calendar

Switching from Microsoft 365 (formerly Office 365) to WebOké? Then you're moving more
than just files. This table shows where each part ends up in WebOké and how to transfer it.

In Microsoft
365

OneDrive

Word, Excel
and PowerPoint

Outlook mail

Outlook
calendar and
contacts

Keep using
Outlook on
your computer

Teams (chat
and meetings)

Files in Teams
and SharePoint

Forms

In WebOké

Files in your WebOké
Nextcloud

Euro-Office in your
Nextcloud (with an
Office licence)

A mail package from
WebOké, readable in
Outlook, on your phone
or in Nextcloud Mail

Calendar and Contacts
in your Nextcloud

Outlook with your
Nextcloud calendar

Talk in your Nextcloud
(with packages that
include Office)

A shared folder or team
folder in your Nextcloud

Forms in your
Nextcloud (with
packages that include
Office)

A handy order to follow

How to transfer it

With Data migration in Nextcloud. See Transferring
OneDrive with Data Migration.

Your files stay docx, xlsx and pptx and simply open
in Euro-Office. See the Euro-Office manual and
Assigning and ordering extra Office licences.

You move your mail using the mail package, not
with Nextcloud. For how to add your mailbox in
Nextcloud, see Adding your mailbox to the Email

app.

With Data migration, together with OneDrive
(Transferring OneDrive with Data Migration), or
with ics and vCard files (Moving your calendar and
contacts from Google, iCloud or Outlook (ics and
vCard)).

With the CalDav Synchronizer add-in. See Calendar
in Outlook with CalDav Synchronizer and Outlook
and Nextcloud calendar side by side.

Conversations don't transfer; you start again in
Talk. See What is Talk and who has it?.

Download the files and put them in a shared folder,
or synchronise them with the desktop app. See
Creating teams and sharing a folder with your
whole team and Team folders: a shared folder that
belongs to the team.

You recreate your forms. See Creating and sharing
forms and surveys, and viewing the responses.

1. Create the users in My WebQOké and give an Office licence to anyone who needs one
(Creating, editing, disabling and deleting users, Assigning and ordering extra Office
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licences).

2. Have everyone transfer their OneDrive, calendar and contacts with Data migration
(Transferring OneDrive with Data Migration).

3. Put shared files in shared folders or a team folder.

4. Move the mail using your mail package.

5. Install the desktop app and the apps on your phones (Installing Nextcloud Files on
Windows, Which apps do you need on your phone and tablet?).

6. Only cancel Microsoft 365 once everything is set up correctly.

Tip: would you rather work in a program on your computer than in the browser? You can
with Nextcloud Office as a program on your computer. See the Euro-Office manual: Euro-
Office as a program on your computer.
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13.7 From Nextcloud Free to a paid package, or

from another Nextcloud provider

Do you have Nextcloud Free and want more space, more users or Office? Or do you

already have a Nextcloud with another provider? This article explains how to take your

data with you.

From Free to Personal, Family or Max

Nextcloud Free is an account on our shared Nextcloud. A paid package is your own

Nextcloud. You can't convert Free, so you order a new package and move your data over.

For this, WebOké has the Nextcloud Export page.

Nextcloud Export

Nextcloud Export copies contacts, calendars and files from one Nextcloud account to

another. This only works if both Nextclouds are with WebOké, for example from Free to

your new package, or from one package to another. You'll find the page at
mijn.weboke.nl/nextcloudexport. You need to be logged in to Mijn WebOké.

Nextcloud Export = e

=
&4 Dashboard L
. Kopieer contacten, agenda's en bestanden tussen Nexicloud-accounts op onze servers
Al Builder

o Al Centrum Let op: beide Nextcloud-domeinen moeten op onze servers staan. Wat er al is, wordt overgeslagen (geen dubbele items)

2 Mijn Producten

App-wachtwoord nodig bij ficati ificatie aan, maak dan een app-wachtwoord aan via Nextcloud > Instellingen
Mijn Domeinen > Beveiliging > Apparaten en sessies

B Mijn Facturen
Werwerkingstijd: het kopigren kan minuten tot uren duren, afhankelijk van de hoeveelheid gegevens. De pagina lijkt in die tijd misschien vast te
staan; dat is normaal. Wacht tot het kopiéren kiaar is

o Kopiéren vanaf (bron) o Kopiéren naar (doel)

loud-domein | free. M loud-domein ||

Gebruikersnaam |anne.d Eg-r_u'E . Gebruikersnaam f_a-n_ne
Wachtwoord of app-wachtwoord |

o Wat wil je kopiéren?

Contacten
B Agenda's

Bestanden

@ Affiliate programma Kopibren startsn o
Vierdien met het aanbrenge

VA Voorbeeld Account

Nextcloud Export: the source (1), the destination (2), what you're copying (3) and Copy Starten (4)
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1. Create an app password in the Nextcloud you're coming from, and also in your new
Nextcloud. Two-factor authentication is always on, so your regular password won't
work here. See App passwords: when and how to use them.

2. Go to mijn.weboke.nl/nextcloudexport.

3. Under Kopiéren vanaf (bron) (1), enter the address of your old Nextcloud, your
username and the app password. For Free, the address is free.webokecloud.nl.

4. Under Kopiéren naar (doel) (2), enter the address of your new Nextcloud, your
username there and the app password.

5. Under Wat wil je kopiéren? (3), choose: Contacts, Calendars and Files.

6. Click Kopiéren starten (4).

Copying can take anywhere from minutes to hours. The page may appear to be frozen
during this time. That's normal: don't close it, and wait until you see the message Kopiéren
gelukt!, showing how many contacts, calendar items and megabytes of files were copied.

Good to know

 No duplicates are created. Anything already on the destination is skipped. Did the
copying fail halfway through? Just start it again.

« Everything ends up in one calendar and one address book. If your old
Nextcloud has multiple calendars, all appointments will end up in your first calendar
on the destination afterwards. The same applies to address books. Want to keep
them separate? Export and import them per calendar instead (Moving your calendar
and contacts from Google, iCloud or Outlook (ics and vCard)).

» Files end up in the same folders as in your old Nextcloud.

« Shares don't come along. You'll need to recreate shared folders and public links in
your new Nextcloud.

« Nextcloud Export is still in Beta. If it doesn't work, please contact support.

Afterwards: cleaning up your Free account

Is everything in your new Nextcloud? Then you can delete your Free account. In Mijn
WebOké, go to Mijn Producten, click Administration next to Nextcloud Free and click
Verwijder mijn account uit Nextcloud Free. Type your username to confirm.

Please note: this deletes your account with all files immediately and permanently.
There's no backup. So make sure everything has transferred correctly first.
From a Nextcloud with another provider

Nextcloud Export only works between Nextclouds hosted with WebOké. Otherwise you'll
get the message Het brondomein staat niet op onze servers. If you're coming from another
provider, here's how to do it:

1. Files: install the Nextcloud desktop app and add both your old and your new
Nextcloud as an account (Multiple accounts and folders in one app). Then copy the
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files from your old Nextcloud's folder to your new one's folder in File Explorer or
Finder. For small amounts, you can also download them as a zip file in your browser
and upload them again (Uploading and downloading, including large files, whole
folders and zip).

2. Calendars and contacts: export them in your old Nextcloud as ics and vCard files
and import them into your new one (Moving your calendar and contacts from Google,
iCloud or Outlook (ics and vCard)).

3. Can't figure it out, or is it a large number of users? Contact support, we're happy to
help.
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13.8 Photos from Google Takeout with the correct
date

Your photos from Google Photos suddenly show the wrong date after moving over, for
example all dated on the day you uploaded them. This is due to the way Google delivers
your photos. Here's how to prevent and fix it.

Why does this happen?

Photos and Memories in your Nextcloud sort by the date taken that's stored in the photo
itself. With a Google Takeout export, the date is often no longer in the photo, but in a
separate file with the same name followed by .json. If you upload the photos without
processing those json files, Nextcloud doesn't know the date taken and uses the file's date
instead.

The best route: the WebOké Import Tool

Move your photos over with the WebOké Import Tool, under Photo import(zip). It
unpacks the zip files from Takeout itself, keeps the date taken, the location and your
device's details, and sets up your albums neatly. You can read how this works in
Transferring Google Drive, Photos, Calendar and Contacts with the WebOké Import Tool.

Have you already uploaded the photos yourself?

« A few photos can be adjusted in Memories: there you can change the date and
time of a photo. See Map and location: adjusting the date of a photo.

« Many photos: delete the uploaded folder, and move the photos over again with the
Import Tool. Or restore the dates in the photos before uploading with a tool that
processes the json files from Takeout.

Albums

With the Import Tool, your albums are kept. If you choose the option Create tags for
albums, each photo also gets a label with the name of its album. This way you can still
find them even if you reorganise them later. You can read about sharing an album with
family in Sharing an album with family or friends.

Tip: try it first with a few zip files. Under Stop after X ZIP files, enter 1, for example. If
the dates are correct, import the rest.

You can read more about photos and dates in Transferring Google Photos with the correct
dates and albums.
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Managing your package in
My WebOkeé
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14.1 The package page in My WebOkeé

You manage your WebOké Nextcloud in two places. In Nextcloud itself, you work with your
files, calendar and contacts. Everything to do with your package, you arrange in My
WebOké: users, Office licences, storage, updates and the Al Assistant. You do this on the
package page.

Opening the package page

1. Log in at mijn.weboke.nl.

2. Go to My Products.

3. Next to your Nextcloud package, for example Nextcloud Family or Nextcloud
Max, click Administration.

Looking for something on the package page? Type it into the search bar of My WebOké, for
example Al Assistant in Nextcloud.

[T X ] & mijn.weboke nl/mijnproducten?id=212051

= Domeinen per pakket

€ Terug naar Mijn Producten

Nextcloud Max Actief
0.1 van 1024 GB
2 Mijn Producten

€0,00

& Mijn Domeinen

Nextcloud 35 met Euro-Office  nicuw

22 okt 2026
Jouw Nexicloud-versie is 35.0.2 Geen
0.1 van 1024 GB

3

0 e 2 - " "
o Open Haxioked: 53 = Configureerbare opties
in

prade betasl j@ naar rato by voor de fest van j@ peninde en gaat in na betalin

Opslagruimte 1T8 (Inbegrepen)

© Affiliate programma

N s Nextcloud Office users

Extra Nexteioud accounts 0 {Inbegrepen)
A Voorbeeld Account

Subdomein van Nextcloud serves Gratis subdomein op weby v

Opties opslaan

The package page: the Open Nextcloud button (1) and the counters (2)

What do you see on the package page?

« Open Nextcloud (1): opens your Nextcloud in a new tab.
« The counters (2): Nextcloud users, Office Suite licences and Storage space.
You see how much of what you have is in use, for example 3 of 5. You can add extra
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users, licences or storage under Configurable options.

 The card with your Nextcloud version: which version you have and whether a
new version is ready for you. See Nextcloud updates: when and how.

« Configurable options: storage, Office licences, extra users (Max) and your address
(Family and Max). See More storage or users, changing or cancelling your package
and Your Nextcloud on your own domain (cloud.yourcompany.com).

« Change hosting package: switching to a different Nextcloud package. You see this
card if another package is available to you. See More storage or users, changing or
cancelling your package.

 User management: adding users, changing passwords and turning Office on or off.
See Creating, editing, disabling and deleting users.

« Al Assistant in Nextcloud: turning on Al with your own APl key. See Al Assistant in
your Nextcloud.

« Cancel product and Transfer to another customer, at the bottom of the page.

Tip: the counters and the user list are fetched live from your Nextcloud. If you briefly see
Fetching users..., just wait a few seconds. If you get the message The user list could not be
retrieved, please refresh the page again later.

Nextcloud Free looks different

With Nextcloud Free, you have your own account on our shared Nextcloud. On the package
page, you then see the card Your Nextcloud Free account, with your username, how
much storage you're using, when you last logged in and the Nextcloud version. User
management, Office and the Al Assistant aren't available with Free. Want more? Read From
Nextcloud Free to a paid package, or from another Nextcloud provider.

Who can do what?

The package page is for the owner of the WebOké account. Some buttons only work for the
owner, such as starting an update and turning the Al Assistant on or off. People who only
have a Nextcloud account, such as your family members or colleagues, don't appear in My
WebOké. They only work in Nextcloud. Read more about permissions in Permissions: who
manages what in your Nextcloud?.
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14.2 Creating, editing, disabling and deleting
users

With Nextcloud Family and Max you give everyone their own account: your family
members, your colleagues or the members of your association. Everyone has their own
files, their own calendar and their own contacts, and you can easily share with each other.
You manage users in Mijn WebOké, under Gebruikersbeheer on the package page (see
The package page in My WebOké).

How many users can you create?

Package Users

Personal 1. In User management you can still manage the password and details of that user.

Family 5, fixed. You can't order extra users with Family. If you need more, switch to Max.

Max 10, expandable with Extra Nextcloud accounts under Configurable options, up to
100 in total.

[T X ] & mijn.weboke nlymijnproducten?id=212051
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User management: Add user (1), the Office Suite switch (2) and the actions menu (3)

For each user you see the Account name (the username), the Display Name, the Email
address, the Office Suite switch and the date of the Last login. For someone who has
never logged in, it says Not logged in yet.
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Adding a user

1. Click Add user (1) in User management.

2. Fill in the Username. The user logs in with this. Use lowercase letters, numbers, a
full stop or a hyphen. You can't change the username later.

3. Fill in the Display Name. Others see this name when you share something.

4. Fill in the Email address. This is where Nextcloud's emails go, such as the login
code and a link to create a new password.

5. Choose a Password of at least 10 characters, with at least one number and one
special character. Or click Generate.

6. Does the user need to work with Euro-Office? Then tick Assign Office Suite
licence.

7. Click Create user.

[ X X ] & mijn.weboke nlmijnproducten?id=212051

&¢  Nieuwe Nextcloud-gebruiker

Gebruikersnaam

sanne

Weergavenaam
Sanne de Vries
Esmailadres
sanne@voorbeeld.nl

Wachtwoord

Office Sulte-licentie toewljzen

Annuleren

The New Nextcloud user window

Please note: we don't send the new user a welcome email. Pass on the address of your
Nextcloud, the username and the password yourself, and do so securely: for example, send
the password via a different channel than the username. The first time they log in,
Nextcloud asks for a code sent by email. See Logging in for the first time.

Notifications you might see

Notification What to do
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This username already exists on the Choose a different username.
installation.

Choose a username of 2 to 64 Remove capital letters, spaces and other characters
characters: lowercase letters, numbers, from the username.
full stop, hyphen or underscore.

Nextcloud rejected this password. The password is too short, too common, or appears in
a list of leaked passwords. Click Generate or choose
a longer password.

You've reached the maximum of ... Increase the number under Configurable options
users. (Max) or switch to a larger package. See More storage
or users, changing or cancelling your package.

All ... Office Suite licences are in use. Create the user without Office, or order more
licences. See Assigning and ordering extra Office
licences.

Changing a name or email address

Edit the Display Name or Email address directly in the user's row and click Save in that
row. The email address is important: this is where login codes and the email to create a
new password are sent.

Turning Office on or off

Turn the Office Suite switch (2) on or off. This is saved immediately. See Assigning and
ordering extra Office licences.

Password, disabling and deleting

Click the actions menu (3) next to a user. You can then choose:
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The actions for a user

« Change password: for example if someone has lost their password and doesn't
receive a recovery email.

» Disable: the user can no longer log in, but all their files, appointments and contacts
are kept. Use Enable to turn them back on.

» Delete: permanently delete the user and all their data.

Please note: with Delete, all of that user's files, calendars and contacts are permanently
deleted. This can't be undone, not even by WebOké. Have the user transfer their files first.
Read how to do this in Transferring ownership when a colleague leaves and Colleague
leaving: safely taking over files, calendar and shared folders.

Someone is leaving

1. First turn off Office Suite, so the licence immediately becomes available for
someone else.

2. Choose Disable. The user can then no longer log in, but nothing is lost.

3. Make sure the files, calendars and shared folders end up with someone else
(Colleague leaving: safely taking over files, calendar and shared folders).

4. Only delete the user once you're sure everything is safe.

Tip: a user can change their own password in Nextcloud, and request a new password with
Forgot password on the login screen. See Changing or forgetting your password.
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This explanation is also available in our knowledge base article Nextcloud gebruikers
aanmaken en beheren.
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14.3 Assigning and ordering extra Office licences

If you want to edit documents, spreadsheets and presentations with Euro-Office in your
WebOké Nextcloud, you need an Office Suite licence. You buy a licence per user. You can
find step-by-step instructions for ordering and assigning licences in the Euro-Office
manual: Ordering Office licences and assigning them to users. Here you can read a short
summary of how it works and what Office changes in your Nextcloud.

How it works, in brief

1. On the package page in My WebOké, under Configurable options, set the number
of Nextcloud Office users, click Save options, and pay the difference for the rest
of your billing period.

2. Under User management, switch on the Office Suite toggle for the user who
should receive the licence.

3. The user reloads Nextcloud and can start working with Euro-Office straight away.

Package Maximum number of Office licences
Free No Office

Personal 1

Family 5

Max 25

What Office changes in your Nextcloud
As soon as your package has at least one Office Suite licence, extra apps appear:

» For everyone in your package: Talk (chat, calls and meetings), Forms and
Collectives.
« Only for users with a licence: Euro-Office, Tables and Analytics.

If the number of licences drops back to zero, we switch these apps off again. The data is
kept and returns if you take out Office again later. You can find an overview of all the apps
in Which apps are included in my package?.

Tip: a licence isn't tied to a specific person. If someone no longer needs Euro-Office,
switch off their Office Suite toggle and give the licence to someone else. You can read
more about users and the office team in Managing users and teams for Office.
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14.4 More storage or users, changing or
cancelling your package

Your package grows with you. You arrange more storage, additional users or Office licences
yourself on the package page in Mijn WebOké. That's also where you switch to a different
package, or cancel your package.

Configurable options

ese & mijn.weboke nlymijnproductentid=212051
("\_
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Configurable options with Nextcloud Max: storage (1), Office licences (2), extra users (3), your address (4) and
Save options (5)

Option What you choose With which
package

Storage space (1) Personal 250 or 500 GB, Family 500 GB or 1 TB, Max 1, 2 Personal,

or5TB Family, Max
Nextcloud Office The number of Office Suite licences (see Assigning and Personal,
users (2) ordering extra Office licences) Family, Max
Extra Nextcloud Extra users on top of the 10 included with Max, up to 100 Max
accounts (3) in total
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Subdomain of The free address on webokecloud.nl or your own Family, Max
Nextcloud server subdomain (see Your Nextcloud on your own domain
(4) (cloud.yourcompany.com))

1. Choose what you want for each option.

2. Click Save options (5).

3. You'll see what you need to pay for the rest of your period, excluding and including
VAT.

4. Click Confirm and pay and pay the invoice.

You pay pro rata for an upgrade for the rest of your period, and it takes effect after
payment. A downgrade takes effect immediately. After a change to your storage, we adjust
the storage for all users of your package.

Please note: if you reduce your storage, first check the Storage space counter to see
whether your files fit in the smaller storage. You can read what counts towards your
storage in Viewing your storage: what counts and what doesn't.

Choosing a different package

On the package page, you'll see the Change hosting package card if a different package
is available for you. Choose the new package and click Change package.

« An upgrade, for example from Personal to Family, takes effect immediately. You pay
pro rata for the remaining days. You keep your own Nextcloud with all your files.

« A downgrade takes effect at your next renewal. You don't pay anything extra. Make
sure your users and files fit in the smaller package.

« More than 5 users with Family? That's only possible with Max.

« Switching from Free to a paid package isn't possible with an upgrade. You order
a new package and transfer your data over. See From Nextcloud Free to a paid
package, or from another Nextcloud provider.

Cancelling your package

At the bottom of the package page, you'll find the Cancel product card. There you can
choose:

« As of the expiry date: your Nextcloud keeps working as normal until that date, and
is then automatically terminated. You won't receive any further renewal invoice. As
long as the date hasn't passed, you can undo this with Undo cancellation.

« Cancel and delete now: your Nextcloud is deleted immediately, along with all files.
The remaining term isn't refunded.

Please note: once terminated, all files, calendars and contacts of all users are gone. First
retrieve everything you want to keep: files with the desktop app or as a zip, calendars and
contacts as ics and vCard files. See Uploading and downloading, including large files,
whole folders and zip and Contacts: creating, groups, importing and exporting.
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Is your Nextcloud moving to another WebOké customer, for example because you're
selling your company or have a new treasurer? Use Transfer to another customer at
the bottom of the package page. Don't cancel in that case: everything stays as it is.
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14.5 Your Nextcloud on your own domain
(cloud.yourcompany.com)

By default, your WebOké Nextcloud runs on an address on webokecloud.nl, for example
yourname.webokecloud.nl. With Nextcloud Family and Max, you can also use a subdomain
of your own domain, such as cloud.yourcompany.com. This looks more professional and is
easier to remember.

Package Own subdomain

Free No, your account is on free.webokecloud.nl
Personal No

Family Yes, as an option

Max Yes, as an option

How to set it up

1. Open the package page in My WebOké (see The package page in My WebOké).

2. Under Configurable options, next to Subdomain of Nextcloud server, choose
Nextcloud server on your own subdomain.

3. Click Save options, then Confirm and pay, and pay the invoice.

4. Let us know via a ticket which address you want, for example
cloud.yourcompany.com. We'll switch your Nextcloud over.

You can also choose your own subdomain straight away when ordering a new package.

Your domain's DNS

Your new address needs to point to our server. How you do this depends on where your
domain's DNS is hosted.

Situation What happens

Your domain is with We set the records correctly ourselves. You don't need to do anything.
WebOké and uses

our DNS

Your domain's DNS is  We give you your server's IPv4 and IPv6 address. You create an A record
hosted elsewhere (IPv4) and an AAAA record (IPv6) for the subdomain with your DNS
provider. Until these records are in place, the new address won't work.

Once the new address points to our server, we automatically create a security certificate

(Let's Encrypt). You'll then see the padlock icon in your browser. If you still get a
connection warning, read Certificate warning or insecure connection.
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What happens to the old address?

The old address on webokecloud.nl keeps working. Anyone using the old address is
automatically redirected to the new address. Shared links, the desktop app and the apps
on your phone will therefore keep working.

Tip: at a convenient moment, update the address in your apps to the new one anyway.
That way, you'll use the same address everywhere and won't depend on the redirect. You
can read which apps to check in Moving your Nextcloud to your own domain: what do you
need to update in apps afterwards?.
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14.6 Nextcloud updates: when and how

WebOké manages your Nextcloud server and keeps it secure and up to date. When a new
major version of Nextcloud becomes available for you, you, as the owner, can choose
when to switch. You do this using the version card on the package page in My WebOké.
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The version card: here you can see your Nextcloud version (1)

Which version do you have?

The version card (1) might say, for example: Your Nextcloud version is 35.0.2. No updates
or upgrades available. In that case, you don't need to do anything.

A new version is ready for you

If so, the card will show that a new version is ready for you, with a button such as
Upgrade to Nextcloud 35.x.

1. Let your users know that your Nextcloud will be unavailable for a few minutes. Ask
them to save and close any open documents.

2. Click the button and confirm the prompt.

3. The update usually takes 5 to 15 minutes. Refresh the page to see its progress.

Is there a date shown on the card? If you don't start the update yourself, we'll carry it out
for you by that date at the latest.
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You see What it means

The update is scheduled and will start The update is about to begin.

within a few minutes.

The update is running. Your Nextcloud Please wait. In the meantime, you'll see a
will be back shortly. maintenance notice in Nextcloud (see The

"Maintenance mode" message).

Your Nextcloud version is ... No updates Done.
or upgrades available.

The update did not fully succeed. We We'll fix it for you. You can also try again with Retry.
are looking into it, you do not need to
do anything.

Your files, users, passwords, shared links and Office licences stay in place during an

update. The desktop app and the apps on your phone pause during the update and
resume automatically afterwards.

Can't use the button?

» Only the account owner can start this update. Log in with the main account of your
WebOké account.

e You just tried this. Please wait a few minutes. Wait a moment and refresh the page.

» This update cannot be started for this package. Contact support, we'll arrange it for
you.

Tip: does your package include Office licences and is the card called Nextcloud 35 with
Euro-Office? Then this same update will switch you over to Euro-Office. You can read what
will change for your users in the Euro-Office manual: Switching to Euro-Office.

Nextcloud Free runs on our shared Nextcloud. We update that ourselves, so there's no
button for it.
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14.7 Permissions: who manages what in your
Nextcloud?

In your WebOké Nextcloud there are three roles: WebOké, the owner of the package and
the users. Knowing who does what saves you a lot of searching. In short: the owner
manages the package in My WebOké, each user manages their own stuff in Nextcloud, and
we manage the server itself.

Who What Where

WebOké The server, security, updates, backups, which apps are On our servers
available and the settings of Nextcloud itself. We also
create team folders.

Owner of the Creating and removing users, resetting passwords, Office My WebOké, on the

package licences, storage, the address, starting the update, the Al package page
Assistant

Each user Own files, sharing, own calendars and contacts, profile, In Nextcloud,
password, two-factor authentication, app passwords under Settings

Nobody is an administrator in Nextcloud

Even as the owner, you're just a regular user in Nextcloud. So you won't see any admin
settings, you can't install apps, and you won't see other people's files unless they share
them with you. This way, everyone's work stays their own. If a family member or colleague
needs a new password, you help them via User management in My WebOké (Creating,
editing, disabling and deleting users).

Want to know which groups you belong to? In Nextcloud, click your profile picture in the
top right corner and choose Settings. At the bottom of the Profile & contact page,
under Your groups, you'll see which groups you're in. The office group means you have
an Office Suite licence. The other group, with an h and a number, is your package group;
you don't need to do anything with it.

Team folders

A team folder is a shared folder that belongs to the team rather than to one person. It
stays in place if someone leaves, and it has its own storage. Only an administrator can
create team folders. With a WebOké Nextcloud, that's us.

« Want a team folder? First create a team in Nextcloud with the people who need
access (Creating teams and sharing a folder with your whole team). Then request a
team folder via a ticket, including the name of the folder and the name of the team.

« Want to get started right away yourself? Create a regular folder and share it
with your team. When you create such a folder in the Teams app, you'll see a
message saying that it will become a regular shared folder and that you should
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contact the administrator for a team folder. That's correct: a regular folder stays with
whoever created it.

You can read about the difference between a shared folder and a team folder in Team
folders: a shared folder that belongs to the team.

Missing an app?

Our Nextcloud packages come with a fixed set of apps (see Which apps are included in my
package?). If you're missing an app, let us know via a ticket. We'll check whether it fits in
with our packages and our technology; we can't promise it will be added.
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14.8 Al Assistant in your Nextcloud

With Nextcloud Family and Max, you use Al in your own Nextcloud. You chat with the
Assistant and have texts summarised, rewritten or translated. To do this, you link your own
account with an Al provider. WebOké does not charge anything for this for now.

Package Al Assistant

Free and No. With Personal you see the card The Al Assistant in Nextcloud is available
Personal from Nextcloud Family. with the button Change package.

Family and Yes

Max

What do you need?
An API key from one of these providers:

» Mistral, with processing in the EU (marked with EU in the list).
« OpenAl. With this you can also create images and convert speech to text.
» Anthropic Claude (marked as beta in the list).

You pay the provider yourself per use. A subscription such as ChatGPT Plus or Claude Pro
does not work here: you really need an APl key. The card includes a link Where do I get an
APl key?
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The Al Assistant in Nextcloud card: choose your provider (1), paste your key (2) and click Check and turn on (3)

How to turn it on

1. Open the package page in My WebOké and go to the Al Assistant in Nextcloud
card.

2. Choose your provider under Al provider (1).

3. Paste your key into the API key field (2).

4. Click Check and turn on (3). We check the key with the provider and set everything
up. This usually takes less than a minute.

5. You will now see which provider and which model the Al is running on. Open your
Nextcloud and choose the Assistant.

Want a different model? Choose it under Model and click Save model. Only the account
owner can turn Al on or off.

Messages

Message What to do
This does not look like a valid API key. Copy the key again, in full and without spaces.
The provider does not accept this key. Check the key and your credit with the provider.

No usable models are available with Check with the provider which models your account is
this key. allowed to use.
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Too many attempts. Please try again Wait an hour.
in an hour.

Privacy

We do not store your key. It goes encrypted straight to your own Nextcloud. The texts you
give to the Al go to the provider you choose. If you want everything to stay in the EU,
choose Mistral.

A separate key per user

Every user of your Nextcloud can also set their own key in Nextcloud, under Settings, in
the section on artificial intelligence (Al).

Turning it off

Click Turn off Al on the card. Your key is then removed from your Nextcloud and the
Assistant disappears. Your files remain unaffected.

Also read our knowledge base article Using Al in your Nextcloud with your own API key.
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14.9 Connecting your own Al to your Nextcloud

Besides the Al Assistant in Nextcloud (Al Assistant in your Nextcloud), there's a second
way to use Al: connecting your own Al chat, such as ChatGPT, Claude or Le Chat, to your
Nextcloud. Then you can ask your Al app, for example: What appointments do | have
tomorrow? or Find Jansen's quote and summarise it.

Tip: this connection works with Nextcloud Family and Max: the package page then shows
the Connect your own Al card. A detailed explanation per Al (ChatGPT, Claude, Le Chat)
is available in our knowledge base article Connecting your own Al (ChatGPT, Claude, Le
Chat) to your Nextcloud.

How it works

» The Al acts as your Nextcloud user and never sees more than you can see yourself.

» Your password never reaches us or the Al app. You log in to your own Nextcloud and
grant access there.

* You choose per component what the Al is allowed to do: read only (look up and
summarise) or also write (create or change things). Read only is on by default.

 When changing or deleting something, your Al app first asks for your permission.
Deleted files go to Deleted files in Nextcloud and can be restored.

For the package owner

On the Connect your own Al card, you decide what an Al on your package is allowed to
do at most, switch the connection on or off for the whole package, and see who has
connected which Al. Use Revoke to stop a connection immediately. If someone connects
an Al on your package, you'll receive an email about it.

Revoking a connection as a user

A connection appears in Nextcloud as a device. You revoke it under Settings, Security, in
the list of devices and sessions. See Viewing, revoking, or remotely wiping devices and
sessions.

Privacy

What the Al reads goes to the Al service you use yourself and falls under your own
agreement with that service. We don't store any content from your files. If you want
everything to stay in the EU, use Le Chat by Mistral.
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Troubleshooting and
frequently asked questions
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15.1 Nextcloud is unreachable or slow: check this
first

Won't your WebOké Nextcloud open, or is everything running very slowly? Then work
through these steps. Often you'll know what's going on within a few minutes, and
otherwise you'll have the information we need straight away.

Nextcloud doesn't open at all

1.

Check for an outage or maintenance. You'll find outages and planned
maintenance at www.weboke.nl/storingen.

. Check the address. Type the full address of your Nextcloud, with https:// in front,

for example https://yourname.webokecloud.nl. If you use Nextcloud Free, the address
is https://free.webokecloud.nl.

. Try a different device or network. Turn off wifi on your phone and open your

Nextcloud over mobile internet. Does it work there? Then the problem lies with your
own network, or your network's address is being throttled after too many failed login
attempts. See Can't log in: code, password or rate limiting.

. Do you see a message? For a warning about an insecure connection, read

Certificate warning or insecure connection. For a message about maintenance, read
The "Maintenance mode" message.

. Ask the Al assistant. Log in to Mijn WebOké and open the Al Centrum. For

example, ask: My Nextcloud isn't working. The Al assistant then checks whether your
Nextcloud is undergoing maintenance, whether an update is running, and whether
the address you're currently connecting from is being throttled.

Nextcloud is slow

Is it the browser? Try a private window or a different browser. If it's fast there, clear
your regular browser's cache or turn off extensions one by one.

Is a large upload or sync running? Are you or a colleague uploading lots of files
right now, or is the desktop app syncing a large folder for the first time? Then
everything will be a bit slower for a while. Wait until it's finished.

Very many files in one folder? A folder with thousands of files loads more slowly.
Spread them across subfolders.

Lots of photos? The first time you open a large folder of photos, Nextcloud
generates the preview images. It's faster the next time.

Is only the desktop app slow or stuttering? Read Synchronisation on your
computer is stuttering. If photo upload on your phone stops, read Photo upload on
your phone stops.
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Still no luck?

Get in touch with us and tell us what you've already tried. You'll find out what we need to
help you quickly in How to report a problem to WebOké.
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15.2 Can't log in: code, password or rate limiting

Logging in to your WebOké Nextcloud takes two steps: first your username and password,
then a code. Where does it go wrong? Find your situation in the table.

What you see

Wrong login or password.

The code by email doesn't
arrive

A message about too many
incorrect login attempts, or
a Too many requests page

This account is disabled

You've lost your phone
with the authenticator app

Forgotten password

What to do

Check your username and whether Caps Lock is on. You can also
log in with the email address of your account. Check that you're on
the right address: your own Nextcloud, or free.webokecloud.nl for
Nextcloud Free. Forgotten your password? See below.

Check your junk mail folder and check which email address is set

in your Nextcloud profile. If you've set up an authenticator app or

backup codes, use those instead. See The email login code: how it
works and what to do if the email doesn't arrive.

Your address is being rate limited after too many failed attempts.
The cause is often an app with an old password. See below and
Multiple invalid login attempts: why you're being slowed down and
how to fix it.

The owner of the package has disabled your account. Ask them to
re-enable your account in My WebOké (Creating, editing, disabling
and deleting users).

Use a backup code. If you don't have one, read Lost your phone or
lost 2FA: here's how to get back in.

1. On the login screen, click Forgot password? and enter your username or email

address.

2. You'll receive an email with a link to create a new password. This email is sent to the
email address in your Nextcloud profile. If no address is set there, no email will

arrive.

3. No email arriving? Ask the owner of the package for a new password. They can set it
in My WebOké under User Management with Change password (Creating, editing,
disabling and deleting users). If you're the owner yourself, you can do this there for
your own account too. With Nextcloud Free, only Forgot password? works: also
check your junk mail folder.

Read more about your password in Changing or forgetting your password.

Your address is being rate limited

After a few failed attempts, Nextcloud makes you wait longer and longer before you can
try again. This protects your account against intruders. It's not a permanent block: it will

lift itself automatically.
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Usually, it's not you yourself, but a device that keeps trying to log in with an old or
incorrect password. Think of the calendar app on your phone, Thunderbird, an old desktop
app or a network drive. So first do this:

1. Find the device or app with the old password. Tips for finding it are in IP address
throttled by an old app: which one is it?.

2. Set an app password there, or log in again via the app itself. With two-factor
authentication, your regular password doesn't work in apps. See App passwords:
when and how to use them.

3. Have the rate limiting lifted. Log in to My WebOké, open the Al Centre and ask the Al
assistant to lift the rate limiting on your Nextcloud. You'll get a card and click the
button yourself. This works for the address you're currently connected with. If it
doesn't work, contact support.

Please note: if you lift the rate limiting without first replacing the old password in your
devices, you'll be locked out again within a few minutes.
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15.3 An app says "401" or keeps asking for your
password

Your calendar app, contacts app, DAVx5, Thunderbird or a network drive shows the error
401, Unauthorized or incorrect password, or keeps asking for your password again and
again. While logging in via the browser works fine. This is almost always caused by two-
factor authentication.

Why does this happen?

With a WebOké Nextcloud, two-factor authentication is always switched on: after your
password, Nextcloud asks for a code. A calendar app on your phone can't enter that code.
That's why Nextcloud doesn't accept your normal password in these kinds of apps. You
need an app password: a separate password for one app or device.

How to fix it

1. Can the app log in via the browser (the login flow)? Then use that. You log in in your
browser with a code, and the app automatically gets its own password. This is how
the Nextcloud app on your phone, the Talk app, the desktop app and DAVx5 work.

2. Can't do that, as with the calendar on the iPhone, the Mac or in Thunderbird? Then
create an app password in Nextcloud and use that instead of your normal password.
You can read how to do this in App passwords: when and how to use them.

3. Enter the correct address of your Nextcloud in the app, and your username. If it
doesn't work with your e-mail address, use your username instead.

4. Still not working after that? Remove the account in the app and add it again with the
app password.

It always worked and suddenly it doesn't anymore

« Have you revoked an app password, or wiped a device remotely? Then that app
needs to log in again. See Viewing, revoking, or remotely wiping devices and
sessions.

 Has the address of your Nextcloud changed, for example to your own domain?
Enter the new address in the app. See Moving your Nextcloud to your own domain:
what do you need to update in apps afterwards?.

» Is your address being throttled? An app that keeps trying with an incorrect
password makes Nextcloud slow you down in the browser too. See Can't log in: code,
password or rate limiting.

You can read how to set up your calendar and contacts on your phone or computer in
Calendar and contacts on the iPhone and iPad, Calendar and contacts on Android with
DAVx5, Calendar and Contacts on the Mac and Calendar and contacts in Thunderbird. If
they still don't come through despite the correct password, read Calendar or contacts don't
show up on the phone.
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15.4 Synchronisation on your computer is

stuttering

Is the cloud icon on the desktop app not showing green, or are files not arriving? Work
through this list from top to bottom. Usually the problem lies in one file or in the

connection.

1. Check what the cloud icon says

Click the cloud icon and read the top messages in the window. The colour of the icon
already tells you a lot; see the table in The cloud icon: reading status, activity and errors.

What you see

Grey circle with two lines

Grey crossed-out cloud
icon

Red circle with a cross, or
a message that you need
to log in again

Yellow triangle, with one
file in the message

Message about conflicts

Message about storage
space on the server

Maintenance mode

Likely cause

Syncing is paused

No connection

The app's access has
been revoked, or your
password has changed

That one file cannot be
synced

A file has been changed
in two places

Your Nextcloud is full

WebOké is updating your
Nextcloud

Solution

Right-click the cloud icon and choose
Resume sync

Go to step 2

Click Login in the window and follow
the steps in the browser (see
Installing Nextcloud Files on Windows)

Go to step 3

See Conflicted copies: what they are
and how to resolve them

See Storage full: making room or
upgrading

Just wait; see The "Maintenance
mode" message

2. Does your Nextcloud work in the browser?

o Open your Nextcloud address in your browser and log in. If that doesn't work, the
problem isn't the app. See Nextcloud is unreachable or slow: check this first and
Can't log in: code, password or rate limiting.

o Does the browser work but not the app? Check that the address in the app is correct
(in the app's settings, under your account). Has your Nextcloud moved to its own
domain? See Moving your Nextcloud to your own domain: what do you need to
update in apps afterwards?.

» Do you see a message in the browser about too many login attempts? Then an old
device or program is trying to log in with the wrong password. See Multiple invalid
login attempts: why you're being slowed down and how to fix it and IP address
throttled by an old app: which one is it?.
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3. One file keeps getting stuck
Often one file doesn't block the rest, but that particular file never arrives. Known causes:

 Forbidden characters, or a space or full stop at the end of the name.

Windows can't save these. Rename the file in the browser. See Cleaning up files with

forbidden characters so Windows syncs again.

The file is open in Word, Excel or another program. Close the program; the app will

try again afterwards.

A very long path: lots of folders within folders with long hames. Shorten the path

by giving folders shorter names or moving them higher up in the structure.

« A temporary file from a program (for example, starting with ~$). These are
deliberately skipped; that's not an error.

4. Restart and update

1. Right-click the cloud icon (Mac: click it and open the menu next to your name) and
quit the app. Start it again.

2. Download the latest version of the app from www.weboke.nl/download and install it
over the old one.

3. On Mac: check the permissions in System settings (see Installing Nextcloud Files
on Mac (File Provider)). After a macOS update, you may need to grant these again.

4. Open the app's settings, click the three dots next to the folder under your account
and choose Force sync now.

5. Last step: set up the link again
Nothing helping? Remove the link and set it up again. Your files stay in your Nextcloud.

1. Wait until there's nothing left to upload, or first copy any files not yet in your
Nextcloud to another folder.

2. Open the app's settings and choose Remove folder sync connection next to the
folder, or log out of the account and remove it.

3. Add the account or folder again as described in Installing Nextcloud Files on
Windows. Choose the same folder on your computer; the app will then compare the
files and won't need to download everything again.

Please note: when setting up the link again, never delete the folder on your computer
until you're sure everything is in your Nextcloud. Check in the browser.

Tip: can't work it out? Send WebOké a screenshot of the cloud icon's window, the app
version, your operating system and the time. See How to report a problem to WebOké.
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15.5 Photo upload on your phone stops

Automatic upload sometimes stops without a clear notification. This is usually caused by
battery saving or your phone's permissions. Go through the list for your phone.

First: is the app working at all?

» Open the Nextcloud app. Can you see your files? If not, log in again. Does your
Nextcloud work in the browser? See Nextcloud is unreachable or slow: check this

first.

» Is your storage full? Check in the browser at the bottom left under Files. A full
Nextcloud stops every upload. See Storage full: making room or upgrading.
o Update the app via the App store or Google Play.

iPhone and iPad

Check

Automatic upload is still switched on, for
photos and videos

The app has access to all photos, not just a
limited selection

Background App Refresh is switched on

Low Power Mode is switched off

Upload via wifi only, while you don't have
wifi

Photos are only in iCloud (iCloud Photos with
Optimise iPhone Storage)

Where

Nextcloud app, More, Settings, Auto upload
photos

iPhone Settings, Apps, Nextcloud, Photos

iPhone Settings, General, Background App
Refresh

iPhone Settings, Battery

Setting Use Wi-Fi connection only in the
Nextcloud app

The app has to fetch them from iCloud first; this
is slow. Leave the app open on wifi.

After that: open the Nextcloud app and leave it open for a while, plugged in and on wifi.
iOS only lets apps run briefly in the background, so most uploads happen while the app is
open. See also the tips in Automatically uploading photos.

Android
Check Where
The folder (for example Camera) Nextcloud app, menu, Settings, Auto upload. A folder can
is still switched on for automatic be switched off after an app update.
upload
The app has Access to all files, Android Settings, Apps, Nextcloud, Permissions, or
or access to photos and videos under Special app access
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Battery set to Unrestricted (no Android Settings, Apps, Nextcloud, Battery. The
battery optimisation) Nextcloud app itself warns you if Battery optimisation or
battery saver is blocking uploads.

Background use of mobile data, if  Android Settings, Apps, Nextcloud, Mobile data
you don't upload via wifi only

Upload only while charging or The folder's settings under automatic upload
only via wifi

After that: on the Auto upload screen, tap Sync now to start without waiting. Check
Uploads in the menu to see which uploads have failed; you can retry them there. Has it
stopped working since an app update? See Resuming photo upload on Android after an
app update.

Tip: some brands (such as Samsung, Xiaomi, Huawei and OnePlus) have an extra mode
that puts apps to sleep. Look in your phone's settings for sleeping apps or app hibernation,
and remove Nextcloud from that list.

Uploading missed photos afterwards

Are photos from a certain period missing? Upload them manually: in the Nextcloud app,
open the folder your photos go to, tap + and choose to upload photos or videos. Select the
missing photos. If a photo already exists, the app asks what you want to do, so you won't
end up with duplicates.

Nextcloud manual - www.weboke.nl 369 /440



WebOké

15.6 Calendar or contacts don't show up on the

phone

You've connected your WebOké Nextcloud to your phone, but you don't see any
appointments or contacts? Or a new appointment on your phone doesn't appear in your
Nextcloud? It's almost always one of the causes below. Work through them from top to

bottom.

Quick check

What do you see?

The phone says the
password is wrong,
or shows 401 or
Unauthorized

The account can't be
found or the
connection fails

It worked at first, but
now suddenly
doesn't anymore

The account is set
up, but you don't
see any
appointments

New appointments
from your phone
don't appear in your
Nextcloud

On Android, syncing
is lagging behind

You see the
calendars, but no

Likely cause

You're using your normal
password. Because of the
login code (two-factor
authentication), that
doesn't work for calendar
and contacts.

The server address is
incorrect.

You've changed your
password or revoked the
app password, or your IP
address is being temporarily
throttled.

The calendar isn't switched
on in your phone's calendar

app.

Your phone saves new
appointments to a different
default calendar (iCloud,
Google or On My iPhone).

DAVX5 is being paused by
Android's battery saving, or
the sync interval is set too
long.

You've only added CalDAV
or only CardDAV, or the
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Solution

Create an app password (App passwords:
when and how to use them) and use that
instead of your normal password. On
Android, DAVxX5 can also log in via your
Nextcloud login screen; DAVX5 then
creates an app password itself (see
Calendar and contacts on Android with
DAVX5).

Enter the address without typos, with
https:// in front of it. If that doesn't
work, use the full address from the table
below.

Create a new app password and enter it
on the phone. See also Multiple invalid
login attempts: why you're being slowed
down and how to fix it.

iPhone: open Calendar and tap
Calendars at the bottom, tick your
Nextcloud calendars. Android: switch on
the calendars in DAVx5 and in your
calendar app.

Choose your Nextcloud calendar when
creating an appointment, or set it as the
default calendar.

Exclude DAVx5 from battery optimisation
and shorten the sync interval. See
Calendar and contacts on Android with
DAVX5.

iPhone: also add a CardDAV account.
Android: also tick the address book in
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contacts (or the address book is switched DAVX5.

other way round) off.

A calendar someone The phone only shows Refresh the calendar list (iPhone: pull the
shared with you is calendars it found during Calendars list down; DAVX5: refresh the
missing setup. list) and tick the calendar.

Tasks don't appear in  The list was created in your See Tasks on your phone: Reminders on
Memories or in your Nextcloud as a calendar the iPhone, Tasks.org on Android.
tasks app without a task list, or your

tasks app isn't connected.

The addresses you need

Replace <your-address> with the address you use to open your Nextcloud in your
browser, for example yourname.webokecloud.nl or cloud.yourcompany.com, and
<username> with your username.

What it's for Address

General address https://<your-address>/remote.php/dav
(DAVX5, Thunderbird,

Outlook)

iPhone, iPad and Mac  https://<your-address>/remote.php/dav/principals/users/<username>/
if the short address
doesn't work

One calendar (for https://<your-
example your address>/remote.php/dav/calendars/<username>/personal/
Personal calendar)

Your default Contacts  https://<your-
address book address>/remote.php/dav/addressbooks/users/<username>/contacts/

You can copy the general address and the address for iPhone, iPad and Mac from your
Nextcloud under Calendar settings (see Calendar and contacts on the iPhone and iPad).
You can copy the address of a single calendar using Internal link in the Edit calendar
window (see Sharing, publishing and embedding calendars in your website).

Check whether it's your Nextcloud

1. Log in to your WebOké Nextcloud in your browser and open the Calendar app. Is the
appointment there? Then the problem is with the connection to your phone.

2. Go to Settings, Security. Under Devices & sessions you can see whether your
phone is listed and when it last connected. If it's not listed, the phone has never
logged in successfully.

3. Can't you log in via the browser either, or is your Nextcloud slow? Check Nextcloud is
unreachable or slow: check this first first.
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Tip: if in doubt, remove the account on your phone, revoke the old app password (Viewing,
revoking, or remotely wiping devices and sessions) and set it up again with a new app
password. That's often quicker than troubleshooting. Use a separate app password for
each device, so you always know which device has which access.

Still not working after that? Contact WebOké (see How to report a problem to WebOké) and
mention which device and app you're using, the address you entered and the error
message you see. Never send your password or app password.
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15.7 Certificate warning or insecure connection

Your browser or app reports that the connection is not secure or not private, or that the
certificate is incorrect. Don't just click through. With a WebOké Nextcloud, the connection
is always secured with a valid certificate. A warning means something isn't right.

You've just set up a custom address

This is the most common cause. Are you using your own subdomain, such as
cloud.yourcompany.com (see Your Nextcloud on your own domain
(cloud.yourcompany.com))? We can only create the certificate once that address points to
our server.

o Check with your DNS manager whether the subdomain has an A record (IPv4) and an
AAAA record (IPv6) pointing to the addresses we gave you.

 Is there still an old record for the same subdomain, such as a CNAME or an AAAA
record pointing to a different server? Remove it. Otherwise, some devices may still
reach the old server.

« A DNS change can sometimes take a few hours before everyone sees it. Until then,
use the old address at webokecloud.nl, which will keep working.

Other causes

A typo in the address. Check that you're using the correct address, with https:// in
front of it.

« The date or time on your device is incorrect. This can make a certificate appear
expired or not yet valid. Set the date and time to automatic.

« A virus scanner or company network that inspects traffic. Some virus
scanners and company networks insert their own certificate between your device
and the server. Try a different network, such as mobile internet.

» A public wifi network, such as in a hotel, sometimes shows you a login page first.
Open another website first to deal with that page.

The message Access through untrusted domain

Do you see the message Access through untrusted domain instead of a certificate
warning? Then your Nextcloud doesn't recognise the address you're using. Use the address
shown next to Open Nextcloud on your package page in My WebOké. If that address is
correct and you still see the message, contact support. Only we can resolve this.

Please note: never log in if your browser warns that the connection isn't secure,
especially not on a public network. If in doubt, contact us and mention the address and the
exact message (How to report a problem to WebOké).
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15.8 The "Maintenance mode" message

Do you see the message Maintenance mode in your WebOké Nextcloud, saying that your
Nextcloud is currently in maintenance mode and that it may take some time? Then your
Nextcloud is being worked on. You won't be able to access your files for now.

Why is your Nextcloud in maintenance mode?

« An update is running. Have you or the owner of your package just started an
update in My WebOké? This usually takes 5 to 15 minutes. See Nextcloud updates:
when and how.

« We're carrying out maintenance. Planned maintenance and outages are listed on
www.weboke.nl/storingen.

What should you do?

1. Wait a moment. The page will refresh itself as soon as your Nextcloud is available
again.

2. You don't need to do anything with the desktop app or the apps on your phone. They
pause during maintenance and automatically resume synchronising afterwards.

3. Does it take longer than half an hour? Check www.weboke.nl/storingen and ask the Al
assistant in the Al Centre how your Nextcloud is doing. It can see whether your
Nextcloud is in maintenance mode or whether an update is running.

4. If the message stays visible, contact support. You don't need to fix anything yourself;
we'll turn off a maintenance mode that gets stuck.

Tip: if you're planning an update yourself, let your users know in advance and ask them to
save any open documents. That way, no one will be caught off guard by the message.
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15.9 How to report a problem to WebOké

Can't find the answer in this guide? We're happy to help. The more we know, the faster we
can help.

Try the Al assistant first

Log in to Mijn WebOké and open the Al Centrum. The Al assistant knows this guide, can
check the status of your Nextcloud, can lift a slowdown on your address, and can even
create a ticket for you. It's always available.

Submitting a ticket

« Log in to Mijn WebOké, go to the Support centre and choose Submit a ticket.
« Or go directly to www.weboke.nl/support.

With Nextcloud Personal, Family and Max, you can also reach us via WhatsApp. With
Nextcloud Free, there's no personal support; the knowledge base, this guide and the Al
assistant in Mijn WebOké will help you instead.

This helps us help you quickly

« The address of your Nextcloud, for example jouwnaam.webokecloud.nl, and your
username. If it concerns a colleague or family member, please also mention their
username.

« What is happening, and the exact message. Ideally with a screenshot.

« When it happened: the date and time, as precisely as possible.

« Where it happens: in which browser, or in which app on which device. For the
desktop app or phone app, please also mention the version. You can find this in the
app's settings.

» For a single file: the name of the file and the folder it's in.

- What you've already tried, and whether others in your Nextcloud have the same
problem.

Please note: never send us your password or an app password. We don't need it, and
we'll never ask for it.

Is it about documents in Euro-Office? Then also read the Euro-Office guide:
www.weboke.nl/euro-office-handleiding.
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15.10 Frequently asked questions about packages,
storage and pricing

Where can | find the prices?

The current prices of all Nextcloud packages and options are listed at
www.weboke.nl/nextcloud. You pay per quarter, per half year or per year. You'll see what
an extra option costs in My WebOké before you confirm it (More storage or users, changing
or cancelling your package).

Which package do | have?

Log in to My WebOké and go to My Products. You'll see your Nextcloud package there,
with its name: Free, Personal, Family or Max. The differences are explained in Nextcloud
Free, Personal, Family and Max: differences and switching.

Can | convert Nextcloud Free to a paid package?

No. Free is an account on our shared Nextcloud. A paid package is your own Nextcloud. So
you order a new package and transfer your data. You can read how in From Nextcloud Free
to a paid package, or from another Nextcloud provider.

How many users can | create?

Personal has 1 user, Family has 5 and Max has 10, expandable up to 100. With Family you
can't add extra users; for more than 5 users, choose Max. See Creating, editing, disabling
and deleting users.

My storage is full. What now?

Clear some space or expand it under Configurable options. You can read how in Storage
full: making room or upgrading and More storage or users, changing or cancelling your
package.

What counts towards my storage?

Your own files, and also what others upload to a folder you share with them. Deleted files
and old versions don't count. See Viewing your storage: what counts and what doesn't and
Anyone using shared files uses your storage.

Do | need Office?

Only if you want to edit Word, Excel or PowerPoint files in your browser, or if you want to
use Talk, Forms or Collectives. You can store, share and synchronise files without Office. A
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licence is per user. See Assigning and ordering extra Office licences.

Where is my data stored?

On our own servers in Dutch data centres. We don't pass your data on to American tech
companies. Read more about security and privacy in How does WebOké secure your
Nextcloud? and Frequently asked questions about security and privacy.

Do you make backups?

You can read what we keep and what you can do yourself in Backups with WebOké: what
we keep and what you can do yourself. A file you've deleted yourself can usually be
restored yourself from Deleted files (Recovering a deleted file from Deleted files).

Can an extra app be added?

Our packages come with a fixed set of apps. If you're missing one, let us know via a ticket.
See Permissions: who manages what in your Nextcloud?.

Can | use my own domain?

Yes, with Family and Max, as an option. See Your Nextcloud on your own domain
(cloud.yourcompany.com).

How do | cancel?

On the package page in My WebOké, with the Cancel product card. Download your data
first. See More storage or users, changing or cancelling your package. You delete your
Nextcloud Free account on the package page with the Delete my account from
Nextcloud Free button. This deletes everything immediately, and there is no backup of it.
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15.11 Frequently asked questions about files,
sharing and syncing

| accidentally deleted something. Can | get it back?

Usually, yes. Check Deleted files in the Files app. See Recovering a deleted file from
Deleted files. You can restore an older version of a file via Versions (Restoring an older
version and naming versions).

Can | upload large files through the browser?

Yes. The browser uploads large files in chunks. Keep the tab open until the upload is
finished. For a large number of files, the desktop app is more convenient. See Uploading
and downloading, including large files, whole folders and zip.

| can't find my colleague when | want to share something

Type the full username or email address. You only see the users in your own package.
Someone who has never logged in, or who has been disabled, may be missing from the
list. If it still doesn't work, contact support. See Sharing with a user from your own
Nextcloud.

How do | share something with someone who doesn't have
Nextcloud?

Use a pubilic link, optionally with a password, expiry date and download limit (Creating a
public link: viewing, editing, password, expiration date and download limit), or share it by

email (Sharing by email with someone without an account). If you want someone to send
you files, use a file request (Having files sent to you: file drop and file request).

How do | share a folder with my whole team or family?

Create a team and share the folder with the team (Creating teams and sharing a folder
with your whole team). Does the folder need to belong to the team and keep existing even
if someone leaves? Then request a team folder. See Team folders: a shared folder that
belongs to the team and Permissions: who manages what in your Nextcloud?.

Why is my storage filling up because of a shared folder?

What others upload to a folder you share counts towards your storage. See Anyone using
shared files uses your storage.
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| don't want everything on my laptop

Use virtual files or sync only certain folders. See Virtual files: see everything, only
download what you open and Selective sync: only certain folders.

What does "conflicted copy"” in a file name mean?

The file was changed in two places at the same time. See Conflicted copies: what they are
and how to resolve them.

Windows won't sync some files

This is probably because the name contains characters that Windows doesn't allow, such
as : ? ¥ or a space at the end. See File names that cause problems and Cleaning up files
with forbidden characters so Windows syncs again.

Syncing on my computer keeps stalling

Read Synchronisation on your computer is stuttering. Has photo upload on your phone
stopped? Read Photo upload on your phone stops.

Can | use my Nextcloud as a network drive?

Yes, via WebDAV with an app password. For everyday use, we recommend the desktop
app. See Your Nextcloud as a network drive (WebDAV) in Explorer or Finder.

Can | save documents as odt or docx by default?

That's a question about Euro-Office. Read the Euro-Office manual.

| have Nextcloud Free and a paid package. Can | use both in
the desktop app?

Yes, the desktop app can handle multiple accounts at the same time. See Multiple
accounts and folders in one app. If you want to move your data from Free to your paid
package, read From Nextcloud Free to a paid package, or from another Nextcloud provider.
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15.12 Frequently asked questions about calendar,
contacts and phone

The questions we get asked most often about Calendar, Contacts, Tasks and Mail in your
WebOké Nextcloud, with a short answer and a link to the full explanation.

Why doesn't my usual password work in my phone's calendar?

Your WebOké Nextcloud asks for an extra code when you log in. A calendar app on your
phone can't fill in that code. That's why you use an app password for calendar, contacts
and tasks: a separate password for one device, which you can always revoke again. See
App passwords: when and how to use them. On Android, DAVx5 can also log in via your
Nextcloud's login screen and then creates an app password itself (see Calendar and
contacts on Android with DAVx5).

Do | need a separate app on the iPhone?

No. The iPhone and iPad can work with your Nextcloud calendar and contacts on their own
(CalDAV and CardDAV). You just add an account in the settings. See Calendar and contacts
on the iPhone and iPad.

And on Android?

Android can't do that on its own. You install the app DAVx5, which brings your calendars,
contacts and tasks into the standard apps on your phone. See Calendar and contacts on
Android with DAVX5.

Can | see my calendar in Outlook?

Yes, with the free add-in CalDav Synchronizer for Outlook on Windows. Viewing only is
also possible with a subscription link. See Calendar in Outlook with CalDav Synchronizer
and Outlook and Nextcloud calendar side by side.

How do | transfer my calendar and contacts from Google or
iCloud?

Export the calendar as an .ics file and the contacts as a vCard (.vcf) and import them into
your Nextcloud. See Subscribing to an external calendar and importing a calendar,
Contacts: creating, groups, importing and exporting and Moving your calendar and
contacts from Google, iCloud or Outlook (ics and vCard). For Google, you can also use the
WebOké Import Tool (Transferring Google Drive, Photos, Calendar and Contacts with the
WebOké Import Tool).
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After importing, | have everything twice. What now?

This happens if you import the same file twice. In Contacts, select two duplicate cards and
merge them; if you have a lot of duplicates, importing again into an empty address book is
faster. See Cleaning up duplicate contacts after transferring.

The people | invite don't receive an invitation

Check that you're creating the appointment in your own calendar, that it's in the future,
and that your email address is set in your profile. See Inviting people to an appointment
and Appointment invitations that don't arrive.

Can someone without Nextcloud see my calendar?

Yes, with a public link. Anyone with that link can view the calendar, but not change it. You
can also embed the calendar in your website. See Sharing, publishing and embedding
calendars in your website and Putting a public calendar or booking page on your website.

Can customers schedule an appointment with me themselves?

Yes, with an appointment schedule. You choose when you're available and share a link; the
customer picks a free time slot. See Letting people book appointments through a booking

page.
Where are my contacts' birthdays?

Fill in the birthday for a contact. It will then automatically appear in the Birthdays
calendar in your Calendar.

| accidentally deleted an appointment or a whole calendar

Deleted appointments and calendars first go to the Trash bin at the bottom left of
Calendar. You can restore them there. See Calendar: views, making appointments,
repeating and reminders.

Do | also see my tasks on my phone?

Yes. On the iPhone they appear in Memories, on Android with DAVx5 in a tasks app such as
Tasks.org. See Tasks on your phone: Reminders on the iPhone, Tasks.org on Android and
Tasks on your iPhone and Android at the same time.

Can | read my email in my Nextcloud?

Yes, with the Mail app. You link your own mailbox, for example a mailbox from your
WebOké hosting package or Email Only package. See Adding your mailbox to the Email
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app.

My phone has been stolen. Can someone now access my
calendar?
Immediately revoke that phone's app password via Settings, Security, Devices &

sessions. After that, the phone no longer has access. See Viewing, revoking, or remotely
wiping devices and sessions.

My IP address is being throttled and | don't know why

This is often caused by an old device that's still trying to sync with an old password, such
as an old phone or tablet with your calendar on it. See Multiple invalid login attempts: why
you're being slowed down and how to fix it and IP address throttled by an old app: which
one is it?.
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15.13 Frequently asked questions about security
and privacy

Below you'll find the questions we get asked most often about the security and privacy of
your WebOké Nextcloud. If your question isn't listed, please get in touch with us.

Where are my files stored?

In the Netherlands, in two data centres run by NorthC in Aalsmeer and Oude Meer. Your
files never go to American cloud companies. With a Personal, Family or Max package, you
also get your own Nextcloud server, separate from other customers. See What is
Nextcloud and what is a WebOké Nextcloud?.

Are my files encrypted?

Yes, in two ways: in transit (all traffic goes via https) and on the disks in the data centre. If
you want a folder to be readable only on your own devices, you can also use end-to-end
encryption. Do read the limitations in End-to-end encryption: when to use it, and when not
to first.

Can | turn off the login code by email?

No. The second step at login is switched on for everyone, because a password alone
doesn't offer enough protection. However, besides the email code, you can also use an
authenticator app, a notification on another device, or backup codes. See Setting up an
authenticator app and saving backup codes and Approving login with a notification on
another device.

Why doesn't my regular password work in my phone's
calendar?

Because that app can't enter the extra login code. For such apps, use an app password.
See App passwords: when and how to use them.

Someone else knows my password. What should | do?

1. Change your password (Changing or forgetting your password).

2. Check Devices & sessions to see which devices and browsers are logged in, and
revoke anything you don't recognise (Viewing, revoking, or remotely wiping devices
and sessions).

3. Also change your mailbox password: that's where your login codes arrive.

4. Turn on an authenticator app (Setting up an authenticator app and saving backup
codes).
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| received a login code, but | wasn't logging in.

That means someone tried your password and got it right. Don't share the code with
anyone and change your password immediately. Then follow the steps above. WebOké will
never ask you for a code.

Can | see who has accessed my account?

Under Settings, Security, Devices & sessions, you'll see all browsers, apps and app
passwords with their last activity (Viewing, revoking, or remotely wiping devices and
sessions). In the Activity app, you can see what's happened with your files and shared
folders.

My laptop or phone has been stolen. What now?

Revoke the device or have it wiped remotely under Devices & sessions, and change your
password. The full step-by-step plan is in Remotely locking down a stolen laptop.

Who in my package can see my files?

Every user has their own files. Others only see what you share with them yourself. The
package administrator can create accounts and reset a password, but can't view your files
in Mijn WebOké. Note: anyone who sets a new password for you can then log in as you, as
long as the code is sent to an address they can read. So always have users use their own
email address.

Does WebOké or anyone else use my files for Al?

No. The Al Assistant in Nextcloud is only switched on if the owner of a Family or Max
package turns it on themselves, using their own account with an Al provider of their choice
(for example, Mistral, with processing in the EU). Only what you ask the assistant yourself
is sent to that provider. See Al Assistant in your Nextcloud.

Do you have a data processing agreement?

Yes. If you use your Nextcloud for business purposes and store other people's personal
data in it, you'll sign a data processing agreement with WebOké. You'll find it in our
knowledge base: Data Processing Agreement.

Why does logging in suddenly take a long time?

Your internet address is probably being throttled because an incorrect password has been
tried too often from your network, often caused by an outdated app. See Multiple invalid
login attempts: why you're being slowed down and how to fix it and IP address throttled by
an old app: which one is it?.
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Is open source actually safe? Can't anyone read the code?

That's exactly why it is. Thousands of developers and security researchers keep an eye on
it, so weaknesses are found and fixed quickly. Nextcloud also runs a reward programme for
anyone who reports a vulnerability. WebOké installs the security updates for you.
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Advanced: questions and
solutions
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16.1 Cleaning up files with forbidden characters
so Windows syncs again

The question: the desktop app on Windows reports that a number of files cannot be
synced, with something like an invalid name or characters that aren't allowed. On the Mac
or in the browser, they're just there.

Why: your WebOké Nextcloud allows almost all characters in names, Windows doesn't.
Files that were given a name with such a character on a Mac, phone or in the browser can't
be saved by Windows. The app then skips them; the rest syncs as normal.

What Windows doesn't
allow

The characters\/:*?2 "
<> |

A space or full stop at the
end of the name

Reserved names

Very long paths

Nextcloud manual - www.weboke.nl

Example

Minutes 24:10:2026.docx

Quote .docx or folder "Customers "

CON, PRN, AUX, NUL, COM1, LPT1 (also with

an extension, such as con.txt)

Many folders within folders with long names

Better

Minutes 24-10-
2026.docx

Quote.docx, folder
"Customers"

A different name

Shorter names or
fewer levels
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ese @ demo.webokecloud.nlfindex.php/apps/files/apps/files/files?dir=/Handleiding C werkmap

Zoek hier den » Handleiding C werkmap ~ [ Type (3 Aangepast € Markering &, Mensen B3

| B3 Alle bestanden Gro... Aange...
& Persoonlijke bestanden Begroting 2027 .xlsx 7 KE enkele seco...

D Recent Begroting 2027 (conflicted copy 2026-10-24 101530) xlsx TKB  enkele seco...

¥ Favorieten o
Jaarverslag.docx 5 KE enkele seco...
+& Shares
Notulen 24:10:2026.docx 35 KB  enkele seco...
B Teammappen

Offerte klant.docx enkele seco...

€ Markering
G Extemne opslag Offerte klant (conflicted copy 2026-10-23 164212).docx e 15 KB  enkele seco...

12 Maphoom 3 Planning? concept.xlsx TKE  enkele seco...

T bestanden

[ Verwijderde bestanden
® 5.8 MB van 1 TB gebruikt

£ Instellingen voor bestanden

A colon (1) and a question mark (2) in the name: no problem in the browser, but it is on Windows

How to fix it

1. Click the cloud icon and note down which files the app is skipping. The notification
names the file and the folder.

2. Open your Nextcloud in the browser and go to that folder.

3. Click the three dots next to the file and choose Rename. Give it a name without the
characters from the table and press Enter.

4. Repeat this for the other files. You rename a folder with such a name in the same
way; everything in the folder comes along with it.

5. Click the cloud icon: the app will automatically pick up the renamed files on the next
round.
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Zoek hier [ Alle bestanden >  Handleiding C werkmap v [ Type [ Aangepast € Markering 2, Mensen B3

|63 Alle bestanden Naam = Gro... Aange...

D Recent Begroting 2027 (conflicted copy 2026-10-24 101530) xlsx 7KB  enkele seco...

¥ Favorieten

O
0
& Persoonlijke bestanden O Begroting 2027 xlsx TKB  enkele seco.. |
O
O

Jaarverslag.docx 5 KE enkele seco...
+2 Shares

[T e
Eo G\totulen 24-10-2026.docx] enkele seco...
B2 Teammappen

& Markering 0O — Offerte klant.docx enkele seco...
B Exteme opslag [ir] Offerte klant {conflicted copy 2026-10-23 164212).docx e 15 KB  enkele seco...
2 Mapboom (W Planning? concept.xlsx TKE  enkele seco...

T bestander

[ Verwijderde bestanden
® 5 MB van 1 TB gebruikt

£ Instellingen voor bestanden

Geef het bestand een naam zonder verboden tekens

Type the new name (1) without a colon and press Enter

Lots of files at once?

« In the browser, type the character, for example a colon or question mark, into the
Search here search field at the top left of Files. This helps you find them quickly.

» If they keep coming back, check where they're coming from. It's often a program on
a Mac or phone that puts the date with colons in the name, such as a scanning app
or a screen recording program. Set up a different naming format there.

» Working with people on Mac and Windows in the same folders? Agree on a rule: no
punctuation marks except the hyphen and the underscore.

Please note: rename such files in the browser or on the Mac, not on the Windows
computer itself. After all, they don't appear there on Windows.

You can read more about file names that cause problems in File names that cause
problems.
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16.2 Cleaning up conflict copies in a large folder
without losing anything

The question: after a while without internet, or after setting up a second computer, there
are dozens of files with (conflicted copy in the name. Can you just throw them away?

The short answer: not without checking first. A conflict copy contains your version of the
file, which isn't (yet) in your Nextcloud. What's in the original is the version from your
Nextcloud. You can read how a conflict arises in Conflicted copies: what they are and how
to resolve them.

Step 1: remove the cause

Only tidy up once no new conflicts are being added. With lots of conflicts at once, the
cause is usually one of these:

« The same folder is being tracked by two synchronisation programs (for example
Nextcloud and OneDrive, or two Nextcloud connections to the same folder). Remove
one of the two.

» A program changes files itself, for example a backup program or a photo program
that writes data into your photos. Close the program or exclude the folder.

» You've restored an old copy of your folder on a computer that was already linked.

Step 2: find all conflict copies

1. Open your Nextcloud in the browser and go to the folder.

2. In the Search here field at the top left, type conflicted copy (1). You'll now see the
conflict copies in this folder. Click Search everywhere to search your whole
Nextcloud.

3. You can also do this on your computer: search in Explorer or Finder for conflicted
copy. Conflict copies that are only on your computer will only show up there.
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[ L X ] @ demo.webokecloud.nlfindex.php/apps/files/apps/files/files?dir=/Handleiding C werkmap

[Conﬂlct‘ed copy| XJ [ 8] [3J Alle bestanden > Handleiding C werkmap ~ [ Type (3 Aangepast © Markering & Mensen BB

| &3 Alle bestandd Zoek in alles  conflicted copy X

) Naam 30, Aange...
& Persoonlijke bestanden

& Recent Begroting 2027 (conflicted copy 2026-10-24 101530).xlsx 7KB enkele seco...

+r Favorieten Offerte klant (conflicted copy 2026-10-23 164212).docx 35 KB  enkele seco...
*& Shares 2 bestanden 161 KB

B Teammappen

% Markering

&3 Extermne opslag

12 Mapboom

[@ Verwijderde bestanden
® 5 MB van 1 TB gebruikt

£ Instellingen voor bestanden

Zoek op conflicted copy om alle conflictkopiegn te vinden

Type conflicted copy in the search field (1) to find all conflict copies

Step 3: decide per file

Situation What to do

The copy and the original are Delete the conflict copy.
the same size and have the
same content

The conflict copy is newer and Keep the conflict copy: delete the original and give the copy
the original hasn't changed the original name. Or, in the app, under Resolve conflict,
since choose the version you want to keep.

Both have changed Open both, carry your changes over into the original, then

delete the copy.

You're not sure Move the conflict copies to a folder called To check. That
way they're out of the way, but not gone.

A safety net

« Anything you delete in your Nextcloud stays in Deleted files for a while (Recovering
a deleted file from Deleted files).

» Your Nextcloud keeps older versions of the original (Restoring an older version and
naming versions). If you accidentally kept the wrong version, you can restore the
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previous one.
» A conflict copy that was only on your computer, and that you delete there, ends up in
your computer's recycle bin, not in your Nextcloud.

Tip: lots of conflicts with shared documents? Have everyone open those documents in the
browser in Euro-Office, so you're all working in one version. See Working with Office files
from your computer.
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16.3 Laptop with limited disk space: setting up
virtual files and freeing up space correctly

The question: your Nextcloud is bigger than your laptop's disk, or your disk is filling up
since you started using the desktop app.

The solution: use virtual files and free up space yourself from time to time. You'll find an
explanation of virtual files in Virtual files: see everything, only download what you open;
here's the setting for a laptop with limited space.

Setting it up

1.

Check whether virtual files are switched on. Open the app's settings (cloud icon, your
name, Settings), choose your account and click the three dots next to the folder.
Does it say Enable virtual file support? Then choose that. If it says Disable
virtual file support, they're already switched on.

. Pin only the folders you really need while on the go: right-click, Always keep on

this device. Choose small working folders, not your entire photo archive.

. Free up space from large folders you've opened at some point: right-click the folder,

Free up space. Start with folders containing photos, videos and old projects.

Keeping it small

With virtual files, Windows does not automatically free up space. Every file you open
stays in place. So once a month, choose Free up space on your whole Nextcloud
folder (right-click Nextcloud on the left in File Explorer). Pinned folders will simply
remain in place.

Don't let programs search through your entire Nextcloud folder. A backup program,
virus scanner or photo program that reads everything will download everything.
Exclude the Nextcloud folder from such programs; your files are already safe in your
Nextcloud.

Don't let Windows Search index the content of files in the Nextcloud folder if this
keeps triggering downloads.

On the Mac, the File Provider handles this itself: when space is low, macOS turns files
you haven't opened in a while back into online-only files. Pinned files stay in place.

Not recommended: selective sync

With selective sync (Selective sync: only certain folders), folders you deselect disappear
from your laptop entirely. For a small disk, virtual files are more practical: you see
everything, and only what you open takes up space.

Please note: Free up space is different from Delete. Deleting also removes the file from
your Nextcloud, and from colleagues you share the folder with.

Nextcloud manual - www.weboke.nl

393/440



WebOké

16.4 On Mac: files missing after switching to File
Provider

The question: after updating the desktop app on your Mac, your Nextcloud folder
appears empty, has moved somewhere else, or nothing is syncing any more.

Why: newer versions of the app use Apple's File Provider on the Mac. Your files are no
longer stored in the regular Nextcloud folder in your home folder, but in a location
managed by macOS. In Finder, you'll find it on the left under Places. Your files are still
safely in your WebOké Nextcloud, so check that first in your browser.

Step 1: look under Places

1. Open Finder and look on the left under Places. Do you see Nextcloud there
(sometimes with your name or the address next to it)? Click on it: your files are
there.

2. Don't see Places? Choose Finder in the menu bar, then Settings, tab Sidebar, and
turn on cloud storage and Nextcloud.

Step 2: grant permissions

- System settings, General, Login Items & Extensions: turn on the Nextcloud
extension for Finder or File Provider (the exact name varies by macOS version).

« System settings, Privacy & Security, Files and Folders: if Nextcloud is listed
there, turn it on. You may need to do this again after a macOS update.

Step 3: the old folder

The old Nextcloud folder in your home folder is no longer updated after the switch. Did
you change or add files there after switching? Check in your browser whether they're in
your Nextcloud. If not, drag them to your Nextcloud under Places. Only once everything is
there should you delete the old folder.

Step 4: still stuck?

. Click the cloud icon in the menu bar and read the messages.

. Quit the app and start it again. Or restart your Mac.

. Install the latest version from www.weboke.nl/download.

. Open the app's settings and select your account. Click Reset File Provider
Domain: this sets up the File Provider for this account again. Your Nextcloud will
briefly disappear from Finder and then reappear. Any changes not yet uploaded are
kept.

5. If that doesn't help: remove the app entirely, reinstall it, and log in again.

A W N B
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Please note: the Open locally button in your browser can only show files managed by
File Provider in Finder, not open them directly. This is a macOS limitation. Open the file
yourself from Finder afterwards.

Prefer to go back to the regular folder?

That's possible: in the app's settings under General, untick Enable File Provider (this
applies to all your accounts) and choose a classic sync folder. You'll then miss out on the
benefits of files only being downloaded when you open them. See Installing Nextcloud Files
on Mac (File Provider).
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16.5 Have a client submit files with a password-
protected file request with an expiry date

The question: "My clients need to send me documents: payslips, invoices, photos. Email
doesn't work well with large files and isn't secure. How do | get them to drop files with me,
without them seeing anything else?"

The solution: a file request per client, in their own folder, with a password and an expiry
date. The client uploads via their browser and doesn't need an account.

Step 1: a folder per client

1. In Files, create a folder for submissions, for example Submissions.
2. Inside it, create a folder per client, for example Submissions/Bakkerij De Linde
2026 (see Creating, moving, copying and renaming folders).

This way, a client can never reach another client's files, and you immediately know who
sent what.

Step 2: creating the file request

1. Click New and choose Create file request.

2. Under Request subject, enter what you're asking for, for example "Annual
documents 2026".

3. Under Upload destination, choose this client's folder.

4. Under Note for recipient, state exactly what you need and by when. The client
sees this text at the top of the upload page.
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ece @ demo.webokecloud.nljapps/files/files?dir=/Werkmap Anne

Maak een bestandsaanvraag

Verzamel bestanden van anderen, ook al hebben ze geen account. Om
@ zeker te zijn dat je bestanden kan ontvangen, controleer of je genoeg
opslagruimte beschikbaar hebt.

Wat is je aanvraag?
Onderwerp aanvraag
Foto's voor de open dag

Waar moeten deze bestanden naartoe?
— Uploadbestemming

m Werkmap Anne

a De geiploade bestanden zijn alleen voor jou zichtbaar, tenzij je
ervoor kiest ze te delen

Voeq een notitie toe
Motitie voor
Zet hier je toto's van vorig jaar neer. Graag voor 1 november]

Je kan links, datums of andere informatie toevoegen, die de
ontvanger helpt te begrijpen wat je aanvraag behelst

@

Annuleren - Doorgaan

Filling in the subject, folder and note

Step 3: password and expiry date

1. Click Continue.

2. Tick Set a submission expiration date and choose a date a few days after your

deadline.

3. Tick Set password and choose a password.
4. Click Continue and copy the Share link using the button on the right of the field.
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& demo.webokecloud. nlfapps/files/files?dir=/Werkmap Anne

Maak een bestandsaanvraag

© De aanvraag verloopt op 25-10-2026 om middemacht en zal
beveiligd zijn met een wachtwoord.

Wanneer moet de aanvraag verlopen?
Stel een opgave vervaldatum in

| 25-10-2026

Welk wachtwoord moet gebruikt worden voor de aanvraag?
Instellen wachtwoord

Wachtwoord

sesensns @ 4

Varige stap Annuleren - Doorgaan

Setting the expiry date and password

Step 4: sending the link and the password

Send the link itself to your client, for example by email. Send the password through a
different channel: by text message, WhatsApp, or by phone. That way, anyone who
intercepts the email still can't do anything with the link.

Your client opens the link, types in the password and clicks Upload or drags their files into
the window. They only see your note and the upload button, not what's already in the
folder.
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ese a8 demo.webokecloud.nlfindex. php/s/pTEbwmeHnKQLILA

webciké.. Aanlevering klant e Directe link ()

Bestandsopslag ~ ) Type [ Aangepast © Markering 88

Bestandsopslag
Zet hier je foto's en documenten voor de open dag neer

+ Uploaden

WebOké Nextcloud - Veilig samenwerken in je eigen cloud

Zo ziet je klant de bestandsdrop: alleen uploaden, geen andere bestanden

What your client sees

Step 5: following up on incoming files

« In the Activity app and in the folder's Activity tab, you can see what came in and
when (see Chat and activity for a file).

» After the expiry date, the link automatically stops working. If you're done earlier,
remove the share in the folder's Share tab, or under Shares and File requests.

» Set up a new request for your client per year or per assignment. This keeps
everything neatly separated.

Please note: what clients upload counts towards your storage (see Anyone using shared
files uses your storage). So clear out or archive old submissions.

For more on the file request feature itself, see Having files sent to you: file drop and file
request.
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16.6 A club or family folder that doesn't disappear
when someone leaves

The question: "Everything for our club is in a shared folder belonging to the previous
secretary. They're stepping down now. What happens to the folder, and how do we avoid
this next time?"

The problem: a shared folder always belongs to one person. If that user is deleted, the
folder disappears for everyone else too. The same applies to a family where everything is
in one parent's folder.

Right now: securing the folder

1. Have the departing person transfer ownership of the folder to someone who's
staying, via Settings, Sharing and the Files section. See Transferring ownership
when a colleague leaves.

2. Only delete the user in My WebOké once the transfer is complete. If you want to keep
the account around for a while, disable it instead of deleting it.

3. Can the person no longer log in? Then follow Colleague leaving: safely taking over
files, calendar and shared folders.

From now on: a team and a team folder

1. Create a team

In the Teams app, create a team, for example "Committee" or "Family", and add the
members (see Creating teams and sharing a folder with your whole team). If someone
joins or leaves, you only need to update the team.
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[ E X ] & demo.webokecloud.nlfappsicircles/teams/

My teams

and everything shared with them across Nextcloud

+ Nieuw team

Nog geen teams
Stel je eerste team samen om aan de slag te gaan met samenwerken.

Stel je eerste team samen

Creating a team in the Teams app
2. Request a team folder

A team folder belongs to the team, not to one person. It stays in place when someone
leaves, and the storage isn't counted against one member. WebOké sets up a team folder
for you: request one with a ticket in My WebOké and provide the name of the folder and
the team (see Team folders: a shared folder that belongs to the team). Team folders are
available on Personal, Family and Max, but not on Nextcloud Free.

3. Move the files

1. Open the old shared folder in Files.

2. Select everything (the checkbox above the list selects all items).

3. Click Move or copy at the top, choose the team folder and click Move with the
name of the team folder (see Creating, moving, copying and renaming folders).

4. Check that everything has been moved across, then remove the old share.
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[ Z X ] & demo.webokecloud.nlfapps/files/?dir=/Werkmap Anne

Kies bestemming

Bestandslijst filteren
| I #A > Werkmap Anne > Klanten + Nieuw

Naam - o Grootte Aangepast

Klantenoverzicht.xlsx 7KB 58 minuten geled...

+ Favorieten

|2 Kopieer naar Klanten [3 Verplaats naar Klanten

Choose the destination folder and click Move

Tips for setting it up

» Use a fixed folder structure, for example Minutes, Finances, Members, Activities.
Add a short explanation with Add folder description (see Creating notes and text
files with Text).

» Decide who's allowed to do what. Not everyone needs to be able to edit the financial
documents.

« When sharing outside the club (with members, parents, the local authority), always
use a link with a password and expiry date (see Creating a public link: viewing,
editing, password, expiration date and download limit).
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16.7 Colleague leaving: safely taking over files,
calendar and shared folders

The question: "An employee is leaving the company. How do | make sure we keep their

files, calendar and shared folders, and that they can't access them afterwards?"

Follow the steps in this order. The most important rule: only remove the user once

everything has been taken over. A removed user is permanently gone, along with all

their files, calendars and contacts.

Step 1: transfer while the colleague is still there

1. The colleague transfers their files via Settings, Sharing, the Files block: choose
the main folder or the important folders under File or folder to transfer, choose a
successor under New owner, and select Transfer. See Transferring ownership when

a colleague leaves.

2. The successor accepts the transfer via the notification in Nextcloud.

3. The successor takes over calendars and address books by having them shared, or by
exporting and importing them. See Sharing, publishing and embedding calendars in

your website and Contacts: creating, groups, importing and exporting.

4. For Talk conversations, Deck boards and forms they own: give someone else admin

rights there too.

eve @ demo.webokecloud nifsettings/user/sharing

Personal

& Profile & contact

@ Llanguage & locale C afe with anyo
their

& Beveiliging { Clowd-I0

Jouw Feders d-I
demo@demo.webokecloud.nl D

0 Meldingen

Deel het, zodat anderen bestanden met jou kunnen delen:

+ Weergave en toegankelijkheid
| & Delen

@ Beschikbaarheid

o WebOke Import Tool

Bestanden
B WebOke Taken Manager

Overdragen eigendom bestand of map

o Flow
Bestand of map om over te dragen

. ! )
& Gegevensmigratie Geen bestand of map geselecteerd

1, berichten, en meer

W Bluesky {3 Facebook @ Mastodon

@ Toevoegen aan je website

Intr
m Intros o Nieuwe elgenaar

| Administration

T Uiterlijk

2 standaard shares van andere ac

N voor geaccepteer

Transferring ownership by the departing colleague
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Step 2: close off access

1. As administrator, go to My WebOké, My Products and your Nextcloud package.

2. Next to the user, in the User management block, choose Disable. The colleague
can then no longer log in, but their data remains in place.

3. Have them log out on their own devices, or revoke access for their devices. See
Viewing, revoking, or remotely wiping devices and sessions.

Step 3: has the colleague already left?

If the colleague wasn't able to transfer anything, you as administrator can secure the files
yourself:

1. First re-enable the user if you had disabled them.

2. In My WebOké, next to the user, choose Change password and set a new password.

3. The login code by email goes to the user's email address. If you don't have access to
that, change the email address via Edit data, or ask WebOké support for help.

4. Log in as that user and transfer the files as in step 1.

5. Then disable the user again.

Please note: only log in to a (former) employee's account if this fits within your
agreements and privacy rules. If in doubt, discuss it first.

Step 4: tidying up

o Check that all important files are with the successor and that shared folders still work
for the rest of the team.

« Only then, in My WebOké, next to the user, choose Delete. This cannot be undone.

« Is a new colleague joining? Create a new user and, if your package includes Office,
reassign the Office licence.

Tip: avoid these kinds of jobs with team folders: these belong to the team, not to one
person. See Team folders: a shared folder that belongs to the team and A club or family
folder that doesn't disappear when someone leaves.
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16.8 Appointment invitations that don't arrive

You've invited people to an appointment, but they say they haven't received anything.
Your WebOké Nextcloud sends the invitation by e-mail the moment you save the
appointment. If that goes wrong, it's almost always one of the points below.

Check these five things first

1. Is your own e-mail address in your profile? Your Nextcloud lists you as the
organiser in the invitation, using the e-mail address from your profile. Without an e-
mail address, no invitation can go out. Check under Settings, Profile & contact
(see Filling in your profile: name, photo, email address, language and time zone).

2. Is it your own calendar? Create the appointment in a calendar of your own. In a
calendar that someone else shared with you, that other person is the owner, and
invitations don't always work as you'd expect.

3. Is the appointment in the future? No invitations are sent for appointments in the
past.

4. Is the attendee's e-mail address correct? Open the appointment, go to
Attendees and check that the address is spelled correctly. For a colleague from your
own Nextcloud, your Nextcloud uses the e-mail address from their profile; if that's
empty, the colleague will still get the appointment in their calendar, but no e-mail.

5. Have you saved? The invitation is only sent once you click Save or Update. Just
adding an attendee isn't enough.

Check where you create the appointment

Ideally, create appointments with attendees in your browser, in the Calendar app of your
WebOké Nextcloud (see Inviting people to an appointment). Your Nextcloud then sends the
invitation. If you create the appointment in a program on your computer or phone, it
depends on that program:

Where do you create the Who sends the invitation?
appointment?

Calendar in the browser Your WebOké Nextcloud

iPhone, iPad or Mac with your Usually your Nextcloud, after the phone has passed on the
Nextcloud calendar (CalDAV) appointment

Thunderbird Thunderbird can send the invitation itself via your own

mailbox; you'll then see a prompt asking whether to send
the invitation

Outlook with CalDav Outlook itself, via your own mail account, or your Nextcloud
Synchronizer after synchronising, depending on the settings

Not sure? Test it: invite yourself using another e-mail address and check whether the
invitation arrives.
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The invitation was sent, but doesn't arrive

» Ask the recipient to check the Spam or Junk folder, or under Promotions in Gmail.

« Some companies only let through invitations with a calendar file (.ics) after a delay,
or block them altogether. In that case, also send the time and location in an ordinary
e-mail.

« Changing an appointment sends a new version of the invitation. If you make changes
very often, a recipient may start marking your e-mails as unwanted.

Still not working?

Get in touch with WebOké (see How to report a problem to WebOké). Mention the title and
date of the appointment, the time you saved it, and the e-mail address of the attendee
who didn't receive anything. We can then check the logs to see whether the e-mail was
sent.
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16.9 Outlook and Nextcloud calendar side by side

Do you work with Outlook, for example for your mail, but still want your calendar in your
WebOké Nextcloud? There are two ways to do this. Decide in advance which calendar is
the main one, so you don't end up keeping everything twice.

Two methods compared

CalDav Synchronizer Subscription via a link

Works in Outlook for Windows (the Outlook for Windows, Outlook on the
classic program) web, the new Outlook and Outlook for

Mac

Viewing Yes Yes

Changing in Outlook and Yes, both ways No, read only

syncing back to Nextcloud

How quickly do you see After a few minutes Outlook refreshes itself, sometimes

changes? (adjustable) only after hours

What do you need? The free add-in and an A public link to your calendar

app password

Explanation Calendar in Outlook with Below
CalDav Synchronizer

Method 1: two-way sync with CalDav Synchronizer

This is the best choice if you want to create and change appointments in Outlook. The add-
in keeps a separate calendar folder in Outlook in sync with your Nextcloud calendar. You'll
find a step-by-step guide to setting it up in Calendar in Outlook with CalDav Synchronizer.

Tip: have the add-in sync to a new, empty calendar folder in Outlook, not to your existing
Outlook calendar. This way, you won't lose anything and you'll see your Nextcloud
calendar as a separate calendar alongside your other calendars.

Method 2: view only with a subscription

1. In your WebOké Nextcloud, open the Calendar app, hover your mouse over the
calendar and click the pencil icon, or click the three dots and then Edit and share
calendar.

2. Create a public link with the plus icon next to Share link and choose Copy
subscription link from the menu next to the link (see Sharing, publishing and
embedding calendars in your website).

3. In Outlook on the web or the new Outlook: go to the calendar, choose Add calendar
and then Subscribe from web. Paste the link and give the calendar a name. In the
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classic Outlook for Windows, choose Add Calendar in the calendar and then From
Internet.

Please note: with a public link, anyone who has the link can view your calendar. So only
use this for a calendar without private information, or create a separate calendar for what
others are allowed to see. The link stops working as soon as you delete it in your
Nextcloud.

Tips to avoid double work

« Choose one place to create appointments. If you create your appointments in
your Nextcloud calendar (in the browser, on your phone or via CalDav Synchronizer),
they'll show up correctly everywhere.

Do you work for a company with Microsoft 365 or Exchange? Then your
Exchange calendar remains a separate calendar. Invitations from colleagues in
Exchange arrive there, not in your Nextcloud. Don't sync both calendars to each
other, as this will create duplicate appointments.

« Time zone. Is an appointment off by an hour? Check the time zone in Outlook and in
your Nextcloud's calendar settings (see Calendar: views, making appointments,
repeating and reminders).

« Invitations. Whether an invitation is sent from Outlook or from your Nextcloud
depends on where you create the appointment. See Appointment invitations that
don't arrive.
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16.10 Putting a public calendar or booking page
on your website

Do you want visitors to your website to see your activities, such as your club's matches,
your practice's opening hours or your association's courses? Or do you want customers to
book an appointment through your website? Your WebOké Nextcloud makes this possible,
without extra programs.

Preparation: a separate calendar for your website

Anyone can see everything in a public calendar, including the title, time, location and
description. So create a separate calendar, for example Website activities, and only add
appointments there that everyone may see.

1. Open the Calendar app and click the plus sign next to My calendars.
2. Choose New calendar and give it a name (see Subscribing to an external calendar
and importing a calendar).

Putting the calendar on your website

1. Hover over the calendar and click the pencil icon, or click the three dots and then
Edit and share calendar.

2. Click the plus sign next to Share link. The calendar now has a public link.

. Open the menu next to the link and choose Copy embedding code.

4. Paste the code into your website at the spot where the calendar should appear, as
HTML. In WordPress, use the Custom HTML block for this; in other website builders
it's often called an HTML block, embed or insert.

w
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L ] & demo.webokecloud.nlfindex. php/apps/calendartime GridWeek/now

The menu next to the public link: public link, subscription link or the code for your website

Bewerk kalender

Bewerk kalender
Deze agenda ondersteunt evenementen,

@ werk

[ Teon mij nooit als bezet (stel deze agenda in als transparant)

Standaard herinnering voor activiteiten

Geen

Standaard herinnering voor hele-dag activiteit

Geen

Deze herinneringen worden automatisch toegevoegd aan nieuwe
activiteiten die in deze agenda worden aangemaakt

Delen kalender

Deel met gebruikers of groepen

e Dea link o

Interne link

Een privélink die kan worden gebrulkt met exten B3 Stuur link naar de agenda

| via e-mail
Lisa de Wit [ kan vertrouwelij

W demo- evenementen zi (5 Kopieer abonnementslink

handleiding@weboke.nl wijzigen

[] Kopieer embedded code

@ Verwijder deellink

[ Verwijderen &, Exporteren i

L ] @ demo.webokecloud.nlfindex. phpfapps/calendar/embed/on&PwpBRRFyxibW/dayGridMonth/now

wobciié.. WebOké Nextcloud

oktober 2026 > Vandaag

19 20
@ 09:30 Teamowverleg ® 14:00 Klantgesprek Bakk..,

26 27

® 09:30 Teamoverieg ® 13:00 Kwartaalplanning

Dag Week Jaar

21 22 23

®12:30 Lunch met Lisa @ 10:00 Offerte afronden [v‘akbeurs Utrecht

29

® 15:00 Webinar veilig wer..

This is how the calendar appears on your website
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The code is a window (iframe) containing your calendar. If you change an appointment in
your Nextcloud, the visitor will see the new version as soon as they reload the page.

Tip: do you want visitors to be able to add your activities to their own calendar? Then also
put the subscription link on your website, with the text "Add our activities to your
calendar". Anyone who adds that link to their calendar app will automatically see new
activities appear.

A booking page on your website

With an appointment schedule, customers can choose a free time slot themselves (see
Letting people book appointments through a booking page). Put the link to your booking
page on your website:

« as a button, for example "Book an introductory call", that links to your appointment
schedule. This works with any website builder;
e orin your email signature and on your business card.

The customer only sees the free time slots, not anything else in your calendar.

Stopping sharing

Open Edit and share calendar again, open the menu next to the link and choose Delete
share link. The calendar on your website and all subscriptions will then stop working. If
you create a new link later, it will have a different address, so you'll need to replace the
code on your website.

Please note: don't put names, phone numbers or other personal data in a public
calendar. Anyone with the link, and also search engines that read your website, can see
them.

Nextcloud manual - www.weboke.nl 411/ 440



WebOké

16.11 Cleaning up duplicate contacts after
transferring

You've transferred your contacts to your WebOké Nextcloud and now everyone appears
two or three times. This usually happens because the same file was imported twice, or
because your phone also uploaded the contacts. Contacts can merge two cards at once,
but it doesn't look for duplicates itself. Choose the method below that suits your situation.

First, make a backup

Download your address book before you start cleaning up. In Contacts, click Contacts
settings at the bottom left, open the menu with the three dots behind the address book
under Address books and choose Download (see Contacts: creating, groups, importing
and exporting). You'll get a .vcf file with all your contacts. If anything goes wrong, you can
import it again later.

Method 1: merge two cards in Contacts
Only a handful of duplicates? Merge them in pairs.

1. Type the name in the search field above the list, so you can see the duplicate cards
next to each other.

2. Click the round photo or the letters for the first card, then for the second. They're
now selected.

3. Click the button at the top of the list to merge the two contacts (1).

4. Choose what you want to keep for each field and confirm with Merge contacts. One
card remains, containing the details of both.
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a8 demo.webokecloud.nlfindex. phpfapps/contacts/alle contactpersonen/ZGVth3SELXNIenZlcilnZWSIemFOZWOILXNSc2RIbO

+ Nieuwe contactpersoon

| &% Alle contactpersonen

2 Niet gegroepeerd

Adresboeken

[E Contactpersonen

[2 Accounts

Contactgroepen

2\ Familie

&, Klanten
Leveranciers

Vereniging

# Contactinstellingen

Anne de Groot
demo-handleiding@weboke...

Eva Visser
eva.visser@example.com

Joost Dekker
Sportclub De Wetering

Lisa de Wit
demo-han ding@weboke...
Mohamed EI Amrani

El Amrani Instaliatietechniek

Pieter Jansen
Bakkerij Jansen

| Pieter Jansen o
pieter@bakkerij-jansen...
Sanne Bakker
Bakker Advies

Supportteam WebOké
rt@weboke.n|

Tom Visser
demo-handleiding@weboke.

2

Owerig

©

Nextcloud

E3

Voornaam
Extra namen

Achternaam

a3

-]

Adresboek

Two duplicate cards selected; use the button (1) to merge them

L ] & demo.webokecloud.nlfindex. phpfapps/conta

Choose what you want to keep and merge the cards

Anne de Groot

Q & 82

demo-handleiding@weboke.nl

Sociaal netwerk

https://demo.webokecloud.nl/index.php
fu/demo

Gedetailleerde naam
Anne
de

Groot

Gefedereerde Cloud ID

demo@demo.webokecloud.nl

Adresboek

Accounts

Lo

Alle contactpersonen/ZGVib3IS6LXNIcnZIcilnZWSIcmFOZWQILXNSCIRIBO

Voeg contactpersonen samen

Bevestig samenvoegen contactpersonen

A

moet worden

® O
Voomnaam Pieter

Achternaam Jansen

2 Naam

Pleter Jansen

B Organisatie

Bakkerij Jansen

. Telefoon

Mabjel +31 30000 0012

= Email

pieter@bakkerij-
Werk jansen.example
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You can only merge cards in an address book you can write to. You can't merge cards from
the Accounts address book (the users of your Nextcloud).

Method 2: start over with one clean import
This is the fastest way if everything is duplicated and you still have the original export.

1. In Contacts settings, create a new, empty address book with New address book,
for example Contacts new.

2. Import your original file (from Google, iCloud or Outlook) once into that new address
book, using Import contacts (see Contacts: creating, groups, importing and
exporting).

3. Check that everything is correct.

4. Then delete the old, duplicate address book via the menu behind the address book in
Contacts settings. If you use your contacts on your phone, switch on the new address
book there.

Method 3: let your Mac or iPhone look for duplicates

Do you have a Mac or iPhone that works with your Nextcloud contacts (see Calendar and
contacts on the iPhone and iPad and Calendar and Contacts on the Mac)? These can detect
duplicates themselves.

» Mac: open the Contacts app, choose your Nextcloud account and look in the Card
menu for the function to find duplicate cards. Contacts will suggest which cards can
be merged.

- iPhone or iPad: if the Contacts app finds duplicates, you'll see a notification at the
top of your list saying duplicate contacts have been found. Tap it to merge them.

The merged result goes back to your Nextcloud via synchronisation. Wait a moment, then
check in your browser that it's correct.

Prevention is better

« Only import a file once. If you're not sure whether it worked, check the list first
before trying again.

« Import into an empty address book, not one that already contains contacts.

» Don't switch on Google or iCloud contacts and your Nextcloud contacts on your
phone at the same time if they contain the same people. Then you'll see everyone
twice on your phone, even though it's correct in your Nextcloud.

» Contacts reads vCard files in version 3.0 and 4.0. An older file sometimes isn't read
correctly: in that case, export it again from the original program.
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16.12 Tasks on your iPhone and Android at the
same time

Do you use an iPhone yourself and your partner or colleague an Android phone, or do you
have both? With your WebOké Nextcloud, you work together in the same task lists: what
one person ticks off, the other sees as ticked off too. Your Nextcloud is the centre where
everything comes together.

How it works

Device Where do you see How do you connect?
the tasks?
Browser The Tasks app in your Nothing needed (Tasks: lists, deadlines and subtasks)
Nextcloud
iPhone The Reminders app The CalDAV account you also use for your calendar
and iPad (Calendar and contacts on the iPhone and iPad)
Android A tasks app such as DAVX5 (Calendar and contacts on Android with DAVX5

Tasks.org or jtx Board and Tasks on your phone: Reminders on the iPhone,
Tasks.org on Android)

Mac The Reminders app CalDAV account (Calendar and Contacts on the Mac)

Step 1: create the list in your Nextcloud

Always create a shared task list in your Nextcloud, not on your phone. Open the Tasks app
and click Add list, or create a New calendar with task list in Calendar. Want to share
the list with someone else? Use the share button next to the list in Tasks (see Tasks: lists,
deadlines and subtasks), or share it from Calendar, just like a calendar (see Sharing,
publishing and embedding calendars in your website).

Step 2: iPhone

1. Make sure you've added the CalDAV account (see Calendar and contacts on the
iPhone and iPad) and that Reminders is switched on for that account.

2. Open Reminders. Your Nextcloud lists appear under the account name.

3. Create new tasks in those lists, not in a list under iCloud or On My iPhone.

Step 3: Android

1. First install a tasks app, such as Tasks.org or jtx Board, and then (or again) DAVx5.
2. Open DAVX5, tap your account and tick the task lists on the CalDAV tab.
3. Open your tasks app: your Nextcloud lists appear in it.
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What to watch out for

« Not everything from Reminders carries over. The newer features of Reminders
on the iPhone, such as tags, sections and some types of subtasks, only work in
iCloud lists. In a Nextcloud list, the title, notes, date, priority and ticking off work fine.

» Subtasks are best created in the Tasks app in your Nextcloud. On the iPhone, you
sometimes see them as regular tasks.

« Syncing takes a moment. On Android, DAVx5 fetches changes at a fixed interval.
Want to see it straight away? Let DAVX5 sync manually.

» Editing at the same time. If you both change the same task at the same moment,
the last change wins. Agree on who keeps track of which task.

Not working? Take a look at Calendar or contacts don't show up on the phone.
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16.13 Transferring Google Photos with the correct
dates and albums

The question: I've taken my photos out of Google Photos, but in Nextcloud they're all
showing the upload date. And my albums are gone. How do | transfer them properly?

Why this happens

When you download your photos with Google Takeout, Google often doesn't store the date
taken, location and description in the photo itself, but in a separate .json file next to each
photo. Photos and Memories only read the information in the photo. Without that
information, they use the file date, which is the day you uploaded it. Takeout puts albums
into separate folders; as an album, they don't yet exist in Nextcloud.

Solution 1: the WebOké Import Tool (recommended)

The WebOké Import Tool processes the export from Google for you. It unpacks the zip files
from Google Takeout itself and keeps the date, location and device the photo was taken
with. Your albums are preserved. You don't need to do anything with the .json files yourself.

1. First request access: send the email address of your Google account via a ticket in
My WebOké. This is needed due to a restriction on Google's side.

2. Export your photos with Google Takeout to your Google Drive (as zip files).

3. In your Nextcloud, open your profile photo at the top right, then Settings, WebOke
Import Tool, and sign in to Google.

4. Under Photo import(zip), fetch the zip files with Takeout bestanden migreren
van Google Drive and then start Start Google Photos Import.

All steps with screenshots are in Transferring Google Drive, Photos, Calendar and Contacts
with the WebOké Import Tool.

Solution 2: doing it yourself with Google Takeout

1. Export your photos with Google Takeout and unpack the zip files on your computer.

2. Write the dates and locations from the .json files back into the photos, using a tool
designed for this purpose with Google Takeout. Do this before uploading. See also
Photos from Google Takeout with the correct date.

3. Upload the photos to your own folder, for example Foto's Google, using the desktop
app or by dragging the folder into Files.

4. Add that folder under Photos settings in Photos, and in Memories choose a timeline
folder it falls under (see Timeline, albums and folders and Photos or Memories: which
app for what?).
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Recreating your albums

If you use the Import Tool, your albums are preserved. If you transferred the photos
yourself (solution 2), Google's export has each album as its own folder, named after the
album. Here's how to turn them back into albums:

1. In Photos, go to Albums and create an album with the same name.
2. When adding photos, select the photos from that folder.

If you only have a few albums, it's often just as convenient to leave the folders as they are
and view them under Folders. You can also share a folder, just like an album (see Sharing
an album with family or friends).

A few photos still wrong?

If some photos still show the wrong date after transferring, correct them in Memories:
open the photo, choose Edit metadata from the three dots at the top right, and enter the
correct date. See Map and location: adjusting the date of a photo.

Please note: a Google photo library is often tens of gigabytes in size. Check in advance
whether you have enough storage (see Viewing your storage: what counts and what
doesn't), and only delete the photos from Google once you've checked in Nextcloud that
everything is there.
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16.14 Resuming photo upload on Android after an
app update

The question: since an update of the Nextcloud app on Android, new photos no longer
end up in your Nextcloud, without any error message.

Why: with larger updates, the Auto upload settings have been completely overhauled a
few times. This can cause a folder to be switched off, or Android may ask for permission
again. Android can also switch the battery restriction back on after an update.

How to switch it back on

1. Open the Nextcloud app. Is there a notification at the top, for example about
permission or battery saving mode? Tap it and follow the instructions.

2. Menu (three lines), Settings, Auto upload. Is the Camera folder (and any other
folders) still switched on? Switch it on.

3. Tap the three dots next to the folder and check the destination folder in your
Nextcloud. Is it still correct, for example pointing to your own folder instead of
/AutoUpload?

4. Check the permission: Android Settings, Apps, Nextcloud. Grant access to photos
and videos, or Access to all files.

5. Set the battery setting for Nextcloud to Unlimited.

6. On the Auto upload screen, tap Sync now.

Photos taken in the meantime

« The app normally only uploads photos taken after switching it on, unless Also
upload existing files is switched on. Switch on this option in the folder settings to
still include the missed photos. The app skips photos that are already in your
Nextcloud.

o Or upload the missed photos manually: open the destination folder in the app, tap
the + and select the photos.

» Check Uploads in the menu: this shows failed uploads, which you can retry.

Tip: do you use the F-Droid and Google Play versions interchangeably? Pick one. Two
Nextcloud apps with Auto upload switched on will cause duplicate photos.

The full checklist can be found in Photo upload on your phone stops; setting up Auto
upload is covered in Automatically uploading photos.
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16.15 A WebDAV network drive that disappears
after a restart

The question: you've mapped your Nextcloud as a network drive in File Explorer (see
Your Nextcloud as a network drive (WebDAV) in Explorer or Finder). After a restart the drive
is gone, shows a red cross, or Windows keeps asking for your password.

Why: the built-in WebDAV client in Windows is sensitive. It needs a Windows service that
sometimes starts too late, doesn't always remember the password, and has a limit for
large files.

Check these points

1. Use an app password. Your regular password won't work, because your Nextcloud
asks for a login code. Create an app password (App passwords: when and how to use
them) and use that when mapping the drive.

2. Let Windows remember the password. Remove the drive (right-click,
Disconnect) and map it again, ticking Reconnect at sign-in, Connect using
different credentials, and then Remember my credentials. You'll find the saved
details in Windows' Credential Manager, under Windows Credentials.

3. Set the WebClient service to automatic. Type services.msc in the start menu,
find WebClient, open it, and set Startup type to Automatic. Click Start. You'll
need administrator rights for this.

4. Use the full address with https. The address ends with /remote.php/dav/files/
and your username, with a forward slash at the end. You'll find it in Files under Files
settings.

5. Has your password changed or the app password been revoked? Then
Windows will keep trying the old one. Update it in Credential Manager. An old
connection that keeps logging in incorrectly can cause your IP address to be
throttled; see IP address throttled by an old app: which one is it?.

Files larger than 50 MB

By default, Windows won't copy files larger than about 50 MB via WebDAV. You'll get a
message saying the file is too large. This limit is set in the Windows registry (the
FileSizeLimitinBytes value under the WebClient service) and can be increased to up to 4
GB. This is a job for someone familiar with the registry. An easier option: use the browser
or the desktop app for large files.

Does it keep disappearing?

If so, use the Nextcloud Files desktop app with virtual files (Installing Nextcloud Files on
Windows and Virtual files: see everything, only download what you open). This way, you'll
see all your files in File Explorer without them taking up space, and the connection is far
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more stable. You won't need the network drive any more after that: disconnect it and
revoke the app password (Viewing, revoking, or remotely wiping devices and sessions).

Tip (Mac): on a Mac, too, a connection made via Connect to Server disappears after a
restart. If you want it to come back automatically, add the connected drive under System
settings, General, Login Items & Extensions, under Open at Login. Or use the
desktop app here as well.
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16.16 Remotely locking down a stolen laptop

Your laptop has been stolen or lost, and it has the Nextcloud Files desktop app installed
with your files on it. These steps make sure the thief can't get into your Nextcloud, and
that the files on the laptop are wiped as soon as it comes online again. Do this as soon as
possible, from another computer or your phone.

Step 1: log in from another device

Log in to your Nextcloud in a browser on another computer or on your phone. Do you need
the code by e-mail and was your mail only set up on the laptop? Then read your mail via
your e-mail provider's webmail, or use your authenticator app or a backup code (Lost your
phone or lost 2FA: here's how to get back in).

Step 2: find the laptop under Devices & sessions

1. Click your profile picture, choose Settings and click Security on the left.

2. Scroll to Devices & sessions.

3. Find the row for the desktop app on your laptop. Check the name and the last
activity. If you're not sure between two rows, deal with both of them.

eve @ demo.webokecloud nlfindex. php/settingsfuser/security

“tel voor je account wachtwo:

Personal

& Profile & contact

& Language & locale

o
I ® Geen apparaten geconfigureerd,

WebAuthn-apparaat toevoegen

| & Beveiliging
0 Meldingen

+ Weergave en toegankelijkheid

Begin-tot-eind versleuteling

End-to-end encryption is currently disabled. You can set it up with the
2 Delen
Enable EZEE navigation in browser
@ Beschikbaarheid

o WebOke Import Tool
B WebOke Taken Manager

o» Flow
Apparaten & sessies
& Gegevensmigratie
Web, desktop en mobiele clients die momenteel zijn ingelogd op je account
o Intros
Apparaat Laatste activiteit
Administration

o @z Agenda iPhone Anne

enkele seconden geleden o
T Uiterlijk

@ Huidige sessie enkele seconden geleden

@= handleiding 1 minuut geleden

App naam

Devices & sessions: find your laptop here
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Step 3: choose Wipe device

Click the three dots next to the laptop and choose Wipe device.

[ L X @ demo.webokecloud.nlfindex.php/settingsiuser/security

“tel voor je account wachtwo bze authe
Personal [ 8]

I © Geen apparaten geconfigureerd.
& Profile & contact

@ Language & locale WebAuthn-apparaat toevoegen
| & Beveiliging

0 Meldingen

Begin-tot-eind versleuteling

+ Weergave en toegankelijkheid N X o .
End-to-end encryption is currently disabled. You can set it up with the
& Delen
Enable E2EE navigation in browser
@ Beschikbaarheid

o WebOke Import Tool
B WebOke Taken Manager

o Flow
Apparaten & sessies
& Gegevensmigratie
Web, desktop en mobiele clients die momenteel zijn ingelo
o Intros
Apparaat Laatste activiteit
Administration
@z Agenda iPhone Anne enkele seconden geleden  w-
T Uiterlijk
© Huidige sessie enkele | Toestaan toegang bestandssysteem

& Hernoemen

@= handleiding 1 minut @ Intrekken

B @ Apparaat wissen
App naam

Choose Wipe device for the stolen laptop
What happens next:

« The laptop can no longer access your Nextcloud from now on.

» As soon as the desktop app on the laptop connects to the internet again, it's told to
log out and delete the Nextcloud files it has synced from the laptop.

« Your files in your Nextcloud itself stay exactly where they are. Nothing is lost.

Please note: wiping only happens once the laptop comes online and the desktop app

starts. If that never happens, the files that were already on the laptop stay there. If the
laptop was encrypted with a password (BitLocker on Windows, FileVault on Mac), a thief
won't be able to get at them anyway. Turn this on for your new laptop.

Step 4: revoke anything else that was on the laptop

Did the laptop also have other apps with access to your Nextcloud, such as Thunderbird
with an app password, or a browser that stayed logged in? Revoke those rows too with
Revoke.
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Step 5: change your passwords

1. Change your Nextcloud password (Changing or forgetting your password).

2. Change the password of your mailbox, since that's where your login codes arrive.

3. Did your browser save passwords on the laptop? Change those for your most
important accounts too.

Step 6: check your shared links

Public links you've created keep working; no login is needed for those. In Files, check under
Shares, under Shared by link, for any links you'd rather revoke, especially if that link's
password was stored on the laptop. See Creating a public link: viewing, editing, password,
expiration date and download limit and Shared with you: overview, declining and re-
sharing.

Business use

If you use Nextcloud for your business or organisation, report the theft to the administrator
of the package as well. If the laptop had personal data of others on it, you may also need
to report the theft to the relevant data protection authority. Check with the person
responsible within your organisation.
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16.17 IP address throttled by an old app: which

one is it?

Everyone on your network notices that logging in is slow, apps show 401 or 429 errors,

and after the throttling is lifted, it starts again within an hour. Somewhere on your network,

an app keeps trying to log in with the wrong password. You can read about throttling in
Multiple invalid login attempts: why you're being slowed down and how to fix it. Here, we'll

track down the culprit.

Step 1: confirm that it's your network

Turn off wifi on your phone and open your Nextcloud over 4G or 5G. Does logging in work
quickly straight away? Then your home or office internet address is being throttled, and
the cause is a device on that network.

Step 2: make a list of everything that talks to your Nextcloud

Think of all the devices at home or in the office, including those of housemates or
colleagues, and also devices you rarely use:

Device

iPhone or iPad

Android phone

Mac

Windows PC

Old laptop or phone

NAS, backup
program, scanner or
printer

Where to look

Settings, Calendar (or Contacts),
Accounts

The DAVX5 app and the Nextcloud app

System Settings, Internet Accounts

Thunderbird, Outlook with CalDav
Synchronizer, a network drive in File
Explorer

Is it still switched on, somewhere in a
drawer?

The settings for WebDAV or cloud
backup

Typical problem

A CalDAV or CardDAV account
with your regular or an old
password

Account with a revoked app
password

Calendar or contacts with an
old password

Saved old password

Desktop app or calendar of an
account that no longer exists

Login details from a long time
ago

Tip: Has anything changed recently? A new password, a user that's been deleted, an app
password you've revoked? Then start with the devices that were connected to that. That's
almost always the cause.
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Step 3: check Devices & sessions

Go to Settings, Security, Devices & sessions (Viewing, revoking, or remotely wiping devices
and sessions). For each app password and each app, you'll see when it was last active. An
app that's working fine appears in the list with a recent time. The app causing the
problem, on the other hand, is not logging in, so it's often missing from the list. Compare
the list with your list from step 2: whatever's missing is your suspect.

Step 4: fix it

1. Create a new app password (App passwords: when and how to use them) for the
suspect app and enter it there. Or remove the account from the app if you no longer
use it.

2. Switch off a device you no longer use, or remove the Nextcloud account from it.

3. Then have the throttling lifted via the Al assistant in My WebOké, from the network
where the problem occurred, or via WebOké support (Multiple invalid login attempts:
why you're being slowed down and how to fix it).

Step 5: still not working?

If the throttling comes back after being lifted, another device is still involved. Switch off
suspect devices one by one or turn off their wifi, have the throttling lifted again, and check
when the problem stops occurring. If you can't work it out, contact WebOké support. Give
us the address of your Nextcloud, the time the problem started, and the IP address of your
network. Then we'll take a look with you.
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16.18 Moving your Nextcloud to your own domain:
what do you need to update in apps afterwards?

Your WebOké Nextcloud has been given a new address, for example
cloud.yourcompany.com instead of yourname.webokecloud.nl (see Your Nextcloud on your
own domain (cloud.yourcompany.com)). The good news: the old address keeps working
and redirects to the new one. So nothing stops working straight away. Still, it's a good idea
to switch everywhere to the new address when you have a quiet moment. Then everything

works directly, and you're not dependent on the redirect.

What stays the same?

« Your username, your password and your files.
e Your app passwords. You don't need to create new ones; you can keep using an app's

existing app password.
» Your authenticator app. It may still show the old address as the name, but the codes

remain valid.

» Public links you've already shared. Anyone who opens an old link will automatically
land on the new address.

Checklist: where to set the new address

Where

Bookmarks in your
browser

Desktop app
(Nextcloud Files)

Nextcloud app on
your phone

Talk app on your
phone

Calendar and
contacts on iPhone
or iPad

What you do

Open your Nextcloud via the new address
and save it as a bookmark. Remove the
old one.

Add your account again with the new
address and then remove the old account.
When adding it, choose your existing
folder and keep the data that's already
there, so you don't have to download
everything again.

Add an account with the new address and
remove the old account. Then turn
automatic photo uploading back on.

Log out and log in again with the new
address.

Update the server address in the calendar
account and the contacts account, or
remove the account and add it again with
your app password.
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Installing Nextcloud Files on
Windows, Installing
Nextcloud Files on Mac (File
Provider), Multiple accounts
and folders in one app

The Nextcloud app on iPhone
or iPad, The Nextcloud app
on Android, Automatically
uploading photos

Talk on your phone and
notifications

Calendar and contacts on
the iPhone and iPad
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Calendar and
contacts on
Android (DAVx5)

Calendar and
contacts on Mac

Thunderbird

Outlook with
CalDav
Synchronizer

Network drive
(WebDAV)

Nextcloud Office
on your computer

Your website

Your email
signature,
documents and
instructions to
others

Add a new account in DAVX5 with the new
address and then remove the old one.

Update the server address in your internet
accounts, or add the account again.

Update the location to the new address in
each calendar's properties.

Update the DAV address in each
synchronisation profile.

Disconnect and reconnect it with the new
address.

Reconnect the program with the new
address.

A public calendar or appointment page
you've put on your website: replace the
code with the code that has the new
address.

Replace the old address with the new one.

Calendar and contacts on
Android with DAVx5

Calendar and Contacts on
the Mac

Calendar and contacts in
Thunderbird

Calendar in Outlook with
CalDav Synchronizer

Your Nextcloud as a network
drive (WebDAV) in Explorer
or Finder

Euro-Office manual

Putting a public calendar or
booking page on your
website

Tell your users

Do you have a Family or Max package? Send your family members or colleagues a short
message with the new address and this checklist. Everyone carries out the steps
themselves on their own devices. Nothing is lost if someone does it later, because the old
address keeps working.

The new address isn't working yet

Do you get a warning about the connection on the new address, or does nothing open?
Then the new address probably isn't pointing correctly to our server yet. Read Certificate
warning or insecure connection. Until then, just keep working with the old address.

Tip: start with one device, for example your own laptop. If that works well, update the
rest.
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16.19 A Deck board with deadlines in your
calendar

The question: we're planning our project in Deck, but I'd also like to see the deadlines in
my calendar and on my phone. Is that possible?

Yes. Deck can show any board as its own calendar and task list. Cards with a due date then
appear in the Calendar app, in the Tasks app, and via your calendar link also on your
phone.

Step 1: give the cards a due date

Open a card and fill in Set a due date. Only cards with a due date show up in your
calendar. See Deck: boards, lists and cards, and using them together.

Step 2: add the boards to your calendar

1. Open Deck and click Deck settings at the bottom left.
2. Switch on Show boards in calendar/tasks (1).
3. Close the window.

[ L X ] @ demo.webokecloud.nl/apps/deck/upcoming

Deck Algemeen
lnSte"Inge“ Gebruik een grotere kaartweergave
| Algemeen

Uiterlijk Uiterlijk

Keyboard shortcuts Toon je kaart IP badge

o Toon borden in agendartaken

Keyboard shortcuts
Bord acties

Scroll zijdelings Shift  Scroll
Navigeer tussen kaarten

Sluit kaart detalls Escape
Zoeken Ctrl

Toon kaart filters

Wis kaart filters

Toon die snelkoppelingen

Kaart acties

Open kaart details Enter Space

Deck settings
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Step 3: view the cards in Calendar and Tasks

Open Calendar. You'll now see a calendar on the left with the name of your board (1).
Cards with a due date appear on their deadline. Click a card in the calendar to open it.

Filter activiteiten .

< oktober 2026

Mijn agenda's

% Persoonlijk

Werk

Gezin
Verjaardagen

Deck

Welkom bij Nextcloud De...

Nieuwe website vereniging o

Taken
19 20 21 22 23
#09:30 Teall

24] 2
®08:15Tan... |Vekbeurs U.. @ 10:00 voe... |Verjaardag ..
(Jzo:00Pla.,. [17:00Con.

Klussen

@ 14:00Kla.., @ 12:30 Lun,

® 16:00 Zw. ® 10:00 Off.

Vergadervoorstellen +
il. Geen actieve vergadervoorst...

26 27 28 29 31

|0 Prijzen co... | OffertaB..
®09:30Tea M @ 13:00Kw..
[) 17:00 Teks.

Afspraakschema's +

® 16:00 2w, ® 15:00 We... Iﬂ Bonnetjes. ..

[ Prullenbak
7 4
®09:30 Tea

£ Agenda instellingen
® 16:00 Zw

De kaarten met een vervaldatum staan in je Agenda, in een eigen agenda van het bord

Deck cards in Calendar

Ongeplande taken

@ 1. Open om meer ta leren over borden en kaarten
@ 2. Sleep kaarten links en rechts, op en neer

@ 3. Pas rijke opmaak toa en link inhoud

@ 2. Deel, reageer en werk samen!

@ List : Aangepaste lijsten - Klik om te hernoemen!
@ List: Bezig

@ List : Klaar

@ List : Te doen

® Maak je eerste kaart!

@ Comeinnaam kiezen

@ List : Bezig

@ List: Klaar

@ List : T doen

@ Privacyverklaring nalopen

In the Tasks app, the board appears as a task list (1). This way, you see the cards

alongside your other tasks.
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1r Belangrijk

& Vandaag W List : Bezig

5 Week B Planning bespreken in Talk
O Alle M Contactformulier maken
~* Huidige W List : Klaar

B Domeinnaam kiezen

Persoonlijk

@ Klussen W List: Te doen

@ Deck: Welkom bi Nextclo % W Teksten voor de homepage schrijven

| @ Deck: Nieuwe websit o [l Foto's van het jubileum uitzoeken

Privacyverklaring nalopen
+ Lijst toevoegen ] YV g D!

@&y Laad de afgeronde taken van lijst "Deck: Nieuwe website vereniging”.

[ Prullenbak
& Taak instellingen

In de app Taken staat het bord als takenlijst

The board as a task list

Step 4: on your phone

If you already have your Nextcloud calendar on your phone (see Calendar and contacts on
the iPhone and iPad and Calendar and contacts on Android with DAVx5), the board will
appear there as an extra calendar or task list. If you don't see it, switch it on in your
phone's calendar settings, or in DAVX5 under the list of calendars.

Good to know

« You move a card in Deck, not in the calendar. The calendar follows automatically.

« Anyone you share the board with can switch on the option themselves and will then
see the same deadlines.

» Just want your deadlines at a glance? Use Upcoming cards in Deck or the block on
your Dashboard. See Using the Dashboard and apps together.

« If you'd like a notification for a deadline, switch on Due date reminders in the
board's menu.
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16.20 A survey with the answers straight into a
spreadsheet

Available in packages with Office. Forms is included in your WebOké Nextcloud as soon
as your package has at least one Office Suite licence. See Which apps are included in my
package?.

The question: we use Forms for sign-ups. Can | get the answers into a spreadsheet, so |
can sort them, count them and share them with the board?

Yes. You can save the answers as a one-off file, or link the form to a spreadsheet in your
Nextcloud that updates automatically with every new answer.

Linking the answers to a spreadsheet

1. Open the form in Forms and click Answers at the top.

2. Click Create spreadsheet.

3. The Choose spreadsheet location window opens. Choose the folder in your
Nextcloud where the spreadsheet should go. Use New to create a new folder first.

4. Click Create XLSX (for Excel), Create ODS or Create CSV.

[ L X ] @ demo.webokecloud.nlfindex. php/appsforms/D7MYRIxgW3EWECRRresults/summary

Choose spreadsheet location

Bestandslijst filteren
I A + Nieuw

MNaam = Grootte Gewijzigd

@ Recent B Deck 188KB 3 uur geleden

* Favorieten B3 Handboek vereniging 0B 34 minuten geled...

B Notities 3 uur geleden
I Photos 3 uur geleden
- Uitjes en vakantie 3 uur geleden
I WebOké gisteren

Il Website 3 uur geleden

[ Create XLSX [ Create CSV

Choosing a folder for the spreadsheet
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The spreadsheet is now linked to the form. Every time someone fills in the form, a new row
is added. Open the file in Files. If you have your own Office licence, it opens in Euro-Office.
You can read how to sort, filter and count there in the Euro-Office manual.

Saving or downloading a one-off copy

If you just want a snapshot, click the three dots next to Create spreadsheet. Use Save
copy to Files to put a copy in your Nextcloud, or Download to get the answers as a file
on your computer. Delete all responses deletes all submissions; you can't undo this.

@ Bekijken # Bewerk <, Delen [

Your forms
Aanmelding jubileumfeest

3 reactles

Antwoorden > Create spreadsheet

[ Save copy to Files

|£E Aanmelding jubileumfeest 23

&, Download »
Wat is je naam? @ Verwijder alle antwoorden
Kort antwoord
= 0 (0%): Geen antwoord
= Anne de Groot
» Tom Visser

= Sanne Bakker

Kom je naar het jubileumfeest?
Radio buttons

2 (67%): Ja

1 {33%): Misschien

0 (0%}): Geen antwoord

Saving or downloading answers as a one-off

Sharing the spreadsheet with others

Share the spreadsheet with the board via Files (see Sharing with a user from your own
Nextcloud). Give only read access if they shouldn't change anything. Add anyone who
needs to see or edit the form itself in the Share sidebar of the form.

Good to know

o Don't adjust the columns with answers in the linked spreadsheet; Forms keeps
writing new rows into them. If you want to calculate or make charts, do that on a
second tab (for XLSX or ODS).

» If you delete an answer in Forms, check the spreadsheet too.
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» Does the form contain personal data? Then only share the spreadsheet with those

who need it, and clean it up once the event is over.
« You can read about creating and sharing forms in Creating and sharing forms and

surveys, and viewing the responses.
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16.21 End-to-end encryption on multiple devices
without locking yourself out

With end-to-end encryption you encrypt a folder on your own devices (End-to-end
encryption: when to use it, and when not to). Only you hold the key. That's the whole idea,
but it also means that if you lose the key, no one can help you, not even WebOké. If you
use the encrypted folder on more than one device, follow this approach.

The recovery phrase is everything

When you set up end-to-end encryption on your first device, you get a recovery phrase of
twelve words. You use that phrase to bring your key onto any new device.

« Write it down on paper and keep it with your important documents, or store it in your
password manager.

« Don't store it in an ordinary file in your Nextcloud, and don't keep it only on the
device itself.

» Check that you've copied the words down correctly, including the order.

Approach for a second device

1. Make sure your first device is working properly and that the encrypted folder is
complete there.

2. Install the Nextcloud Files desktop app or the mobile Nextcloud app on your second
device, and log in with your usual account.

3. Open the encrypted folder. The app sees that encryption already exists for your
account and asks for your recovery phrase.

4. Type in the twelve words. The app retrieves your key and the folder can now be read
here too.

5. Check on the second device that you can open a few files before you change
anything on the first device.

Replacing a device

« Set up your new device first and check that the encrypted folder works. Only then
wipe the old device.

» Do you only have one device and are you replacing it? Then make sure you have the
recovery phrase to hand before you wipe the old one.

o Afterwards, remove the old device under Devices & sessions (Viewing, revoking, or
remotely wiping devices and sessions).

Things you should never do

« Don't click Reset end-to-end encryption under Settings, Security while there are
still files in your encrypted folders. Doing so throws away your keys.
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« Don't put files you can't afford to lose into an encrypted folder until you've written

down the recovery phrase.
« Don't share your account with someone else just to get access to the encrypted

folder. Each person should have their own account.

Extra peace of mind: a second copy

If the files are truly irreplaceable, also keep a copy outside Nextcloud, for example on an
encrypted USB stick in a safe. That way you're never dependent on a single key.

Tip: Not sure whether you really need end-to-end encryption? For most people, the
standard security of your WebOké Nextcloud (encrypted connection, encrypted storage,
two-factor authentication) is more than enough. Use end-to-end encryption only for a small
folder containing your most sensitive material.
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16.22 Guests in a Talk meeting with a waiting
room (lobby)

Available in packages with Office. Talk is included in your WebOké Nextcloud as soon
as your package has at least one Office Suite licence. See Which apps are included in my
package?.

The question: I'm organising an online meeting with people from outside, for example a
members' evening or a conversation with a client. | don't want guests to already be in the
meeting before | arrive. Is that possible?

Yes. With the lobby, guests and regular participants wait in a waiting room until a
moderator opens the meeting. Moderators (you and anyone you make a moderator) can
always get in.

Step 1: turn on guest access

Open the conversation, choose Conversation settings via the three dots and under
Administration, turn on the switch next to Guest access. Copy the link. See Inviting
guests via a link (without an account).

Step 2: turn on the lobby

1. In the Conversation settings, go to Meeting.

2. Turn on Enable lobby, restrict chat to moderators (1).

3. Optionally, fill in a Meeting start time (2). Those waiting will then see what time it
starts.
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[ Z X ] & demo.webokecloud.nlfindex. php/calljaag9xeqxo

Gespreksinstellir Vergadering

@D Lobby inschakelen, gesprek beperken tot moderators
Basisinformatie

Persoonlijk o;erga

& 8eg

Beheer

l Vergadering Importeer e-maildeelnemers

Rechten Je kan een lijst van e-maildeelnemers importeren vanuit een CSV-bestand.
Live transcriptie & Importeer e-maildesinemears

Bots
Pollconcepten

Gevarenzone 1ls Blader door peilingconcepten

Rechten
Pas de standaardmachtigingen voor deelnemers in dit gesprek aan. Deze instellingan

gelden niet voor moderators.

Elke keer dat machtigingen in dit worden gaan e
machtigingen die eerder aan individuele deelnemers waren toegekend verloren.

A

(O Alle machtigingen

Dealnemers hebben machtigingan om een gesprek te starten, deal te nemen, audio en
camera in te schakelen en het scherm te delen

(O Beperkt

Deelnemers kunnen deelnemen aan gesprekken, maar kunnen geen audio of camera
inschakelen, of hun scherm delen totdat een moderator hen handmatig machtigt

@ Geavanceerde machtigingen 2

Turning on the lobby

Tip: if you're creating a new conversation, choose Webinar as the conversation type.

Then the lobby is turned on straight away.

What the guest sees

The guest opens the link and sees that they're waiting in the lobby. They can already

fill in

their name and test their camera and microphone. Chatting and calling aren't possible yet.
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[ E X & demo.webokecloud.nlfindex php/callt44rk9gq

wobckié.. WebOké Nextcloud

a2

Ledenavond online

You are currently waiting in the lobby

Online ledenavond met leden en gasten.

The guest waits in the lobby

Step 3: open the meeting

A

8 Apparaten & Achtergronden

Microfoon (standaard)
Camera
Luidspreker (standaard) w

7= Microfooninstellingen

-
“

ols Test

Weergavenaam (verplicht)

Heb je al een account? Aanmelden

As moderator, you see who's waiting in the lobby in the sidebar (2). You have two options:

o Click Disable lobby (1) to let everyone in at the same time.
« Let one person in with the button next to their name (3). The others keep waiting.
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ese & demo.webokecloud.nlfindex. php/call/aa9xeqxo

e 0, Apps. bestanden, L meer il || K
o searchinapp O kedenavond ol B8 Q - Ledenavond online
= 5  Online ledenavond met leden en gasten. == I
fr Startpagina Vandaag, 24 oktober o B Lobby uitschakelen

By Lijnen & Importeer e-maildeelnemers

Favorieten A e 2 (=]
2 o - Deelnemers (3} Gedeelde objecten
Notitie aan mijzelf —_—
System heeft het ge... bs - . - >
Welkom bij de online ledenavond! We beginnen om 20:00. ™ Q, Zoeken naar of toevoegen deelnemers

Andere 17:47 o
| Ledenavond online

|e hebt het gesprek ...

Ledenavond online . e € °'.& e

Anne de Groot begin.

AD Anne de Groot &
®

Overleg nieuwe web... 17:25 Lisa de Wit T -
Lisa: Goed plan! Zull..,

Laten we beginnen!
WebOké: ## © Behe...

Talk updates []
## Nieuw in Talk 25

& App instellingen + [@ Schrijf een bericht ..

De moderator ziet de gast in de deelnemerslijst en kan hem toelaten of verwijderen

Letting in those who are waiting

Please note: regular participants with an account also wait in the lobby. If colleagues
need to go straight in, make them a moderator via the three dots after their name.

After the meeting

« Turn off guest access or delete the conversation so the link stops working.

« Want to keep the list of participants? During the call, choose Download attendance
list via the three dots (see Video calling and meetings: camera, microphone,
background and raising your hand).

« Recording conversations isn't possible in your WebOké Nextcloud.
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