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1.1 What is Euro-Office?

Euro-Office is an online office suite: a word processor, a spreadsheet program, a
presentation program and a pdf editor in one. You use it in your browser, straight from
your WebOké Nextcloud. You don't need to install anything, and your files simply stay in
your own Nextcloud.

[T X ] @ demo.webokecloud.nlfindex.php/appsfiiles/7dir=WebOkéfopenfile=true web ke

B Bestand Stat  Invoegen Tekenen  Pagina-indeling  Vemwijzingen Samenwerking  Bevelliging  Beeld  Offerte WebOké Cloud.docx & Bewerken ~  Bopelen T QA @ X

Offerte WebOké Cloud

Voor: Bloemisterij Het Zonnetje, t.a.v. mevrouw J. Bakker
Datum: 22 oktober 2026 Offertenummer: WO-2026-1042

Beste mevrouw Bakker,

Hartelijlk dank voor uw interesse in WebOke Cloud. Met Nextcloud en Euro-Office werkt uw
team veilig samen aan documenten, spreadsheets en pi met al uw
Eurapa.

Nextcloud Max {1 TB opslag) 1 €995
Office Suitedicentie Euro-Office 5 €1250
Overzeiten bestaande 1 1 gratis

Totaal per maand €£2245

gegH in

‘Wij horen graag of u met deze offerte akkoord gaat. Met vriendelike groet,
Team WebOké

Nederiands - Nederland « & [E]

This is what a Word document looks like in Euro-Office

A European office suite

Euro-Office was announced in Berlin in March 2026 by a group of European technology
companies, including Nextcloud, IONOS and Proton. The goal: a fully fledged alternative to
Microsoft Office, developed and managed in Europe. This way, businesses, governments
and individuals keep control over their own documents. This is known as digital
sovereignty.

Euro-Office is open source. Anyone can view the source code on GitHub. The suite is based
on ONLYOFFICE, a well-known online office that has handled Word, Excel and PowerPoint
files reliably for years. You can read more about its background on Wikipedia.
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Why choose it at WebOké?

« Your files stay in Europe. At WebOké, Euro-Office runs on our own servers in the
Netherlands, just like your Nextcloud.

» Your documents look great. A Word, Excel or PowerPoint file looks almost identical
in Euro-Office to how it looks on your own computer.

« Collaborate without hassle. You can work on the same file with colleagues at the
same time and see exactly who's doing what.

 No separate programs needed. Everything works in your browser. Would you
rather use a program on your computer instead? That's possible too, for Windows,
Mac and Linux.

What do you need?

A WebOké Nextcloud with an Office Suite licence for the user who wants to use Euro-
Office. Don't have one yet, or not sure if you do? In Ordering and assigning Office licences
to users you can read how your Nextcloud administrator orders licences and assigns them
to users.
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1.2 What can you do with Euro-Office?

Euro-Office has four parts. Which part opens depends on the file you click on. So you never
have to choose yourself: click on a file and the right program opens automatically.

Text documents

You create letters, quotes, reports and newsletters in the text editor. It works the way
you're used to from Word: with styles and headings, tables, images, headers and footers,
and an automatic table of contents. Euro-Office opens and saves Word files (docx), as well
as OpenDocument (odt), rtf and more.

[T X ] & demo.webokecloud.nlfindex. phpfappsifiles/?dir=/WebOkégopenfile=true web: ke

B Bestand Start Inveegen Tekenen  Pagina-indeling  Verwijzingen  Samenwerking  Bevelliging  Beeld  Misuwsbrief WebOké nove. ¢~ Bewerken ~ Boeen % Q@ X

vECYE E E-Sv

& november 2026
Eura-Office in je Nextcloud
Vanaf nu werk je in je WebOké Mextcloud met Eure-Office: een Europese office die je
documenten precies zo laat zien als op je eigen computer,
Samen werken aan één document
Met je collega’s werk je tegelijk aan hetzelfde document. Je ziet direct wie wat doet.
Alles blijit in Europa
Je bestanden staan in onze eigen datacenters in Nederland
Tips voor de feestdagen
Plan je vakantie? Zet een vakanticbericht in je WebOké mail en deel je planning in een
spreadsheet.
Apenda
12 november: webinar "Slim werken met Euro-Office”, 3 december: inloopspreekuur,

Nederlands - Nederland « & [A]

A text document with headings and the WebOké logo

Spreadsheets

You create budgets, overviews and lists in the spreadsheet editor. You calculate with
formulas and functions, create charts and pivot tables, and sort and filter your data. Excel
files (xIsx) simply work, including formulas and formatting.
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[ E X & demo.webokecloud.nlfindex. php/apps/files/?dir=/WebOké&openfile=true

Bestand Start  invoegen Tekenen  Pagina-indeling  Formule
B % Calibi

g B U s A~

I

AL » fx WebOke begrating 2027

A r] A B
1 |WebOké u_Egroting 2027

Maand Omzet hosting Omzet Nextcloud Omgzet domeinen Hosten
Jjanuari €21.000 €8.200 €5.100
5 februari €21.450 €8.580 €6.400
maart €21.900 €8.960 €5.700
€22.350 € 7.340 €6.100
€22.800 €3.720 €6.400
€23.250 €10.100 €4.700
€23.700 €10.480 €6.100
€24.150 €10.850 €6.400
€24.600 €11.240 €4.700
€25.050 €11.420 €4.100
14 november £25.500 €12.000 €6.400
15 december €25.950 €12.380
16 Totaal €281.700 €123.480

=  Begroting 2027

estand (xisx) in de spreadsheet-editor

The 2027 budget as an Excel file in Euro-Office

Presentations

(i~

opmaak

teutraal

WebOké Cloud met Euro-Office

With the presentation editor, you create slides with text, images, shapes and charts. You
add transitions and animations and present directly from your browser. You open and save

PowerPoint files (pptx) without any conversion.

Euro-Office guide - www.weboke.nl
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eve & demo.webokecloud.nlfindex. php/apps/files/?dir=/WebOké&openfile=true web: ke

[0 Bestand  Stat  Invoegen Tekenen Ontwerp  Overgangen Sam ’ Presentatie WebOks Cloud 2027_pptx Spelen w Q@ X

= = . : r - .
B C4 | B oCooos-— ¢

[ Tekstvak Afbeeldin [ RN
tmw:..n:;-:n, ety eeiding £} FROODN Y, =

WebOké Cloud 2027

Veilig samenwerken met Nextcloud en Euro-Office

Klik om notitles toe te voegen
& M B [1 — Zoomen82% +

A PowerPoint presentation in Euro-Office

PDF files

You view PDFs in Euro-Office, and you can also work with them: fill in forms, add comments
and highlights, and even edit the text of a PDF. You can also create your own fillable PDF
form.
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L L X @ demo.webokecloud.nlfindex.php/apps/files/7dir=/WebOké&editing=false&openfile=true
Aanmeldformulier WebOké . pdf
[@ sBestand Start Opmerking Samenwerking Beeld Aanmeldformulier WebOké. pdf [E] opmerkingen plaatsen ~

E B A B 141 0%~ [ Aan pagina aanpassen
OF Hand Selecteren

POF
bewerker men [ Aan breedte sanpassen

B

web: ke

Aanmeldformulier WebOké Cloud

) 4 om

Bedrijf

E-mailadres

Teletoon

Aantal gebruikers |

Gewenst pakket |N9XtC|0Ud Max

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

Een pdf-formulier openen en invullen

Filling in a PDF form in Euro-Office

Working together

You can collaborate on all four parts. You share a file with a colleague and work on it
together at the same time. You see each other's changes, add comments and can even
chat with each other within the document. You can read more about this in Working on a
document at the same time.
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1.3 Euro-Office or the old Nextcloud Office: what
changes for you?

Until the switch, you used WebOké Nextcloud with an Office Suite licence to work with the
online office suite Collabora. In Nextcloud, this was called Nextcloud Office. WebOké is
switching to Euro-Office. Confusingly, the new program for your computer is also called
Nextcloud Office, but that's actually Euro-Office (see Euro-Office as a program on your
computer: what is it and when do you use it?). Below, you can read what changes for you,
and most importantly, what stays the same.

What stays the same

Your files stay exactly where they are, in your own Nextcloud.
You still open a document by clicking on it.

You still create a new document via the New button.

Sharing and collaborating works just like you're used to.

Zoek hier x [Ny lom [ Alle bestander WebOké v [ Type () Aangepast € Markering &\ Mensen 3§

Gro... Aange...

| £ Alle bestanden Uploaden vanaf appara

* Upload bestanden

& Persoonlijke bestanden WebOké. pdf 29 minuten ...

. C8 Mappen uploaden
£ Recent bOké, xlsx TKE 29 minuten ...

+r Favorieten Nieuw aanmaken

" febOke xlsx KB 29 minuten ...
+2 Shares 3 Nieuwe map
@ Maak bestandsaanvraag & november.docx - 3I3KE 21 minuten ...
o B Nieuw Document sud. docx 27 Feintiten ..
a ¢ Nieuwe presentatie
o ¥ Nieuwe spreadsheet

B Tekstdocument

o B Nieuw PDF-formulier

+ Nieuwe sjablonenmap

B Teammappen
T Markering
) Exteme opslag € Cloud 2027 .pptx 133KB 29 minuten ...

{2 Mapboom

= Mapomschrijving toevoegen

@ Verwijderde bestanden

® 239 KB van 1 TB gebruikt

# Instellingen voor bestanden

Use New to create a document, spreadsheet, presentation or pdf form

What's better

« Word, Excel and PowerPoint files look better. Euro-Office works directly with
the Microsoft formats (docx, xIsx, pptx), so formatting, tables and fonts stay closer to

Euro-Office guide - www.weboke.nl 12 /298
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the original.

« A familiar toolbar. The Home, Insert, Layout and View tabs look a lot like what you
know from Word and Excel.

« More pdf features. You can fill in pdf forms, create them yourself, and edit pdfs.

« Also as a program on your computer. Euro-Office is also available for Windows,
Mac and Linux.

When do | switch?

At the same time as the switch, your Nextcloud moves to version 35. The administrator of
your Nextcloud can start the switch themselves with a single button in My WebOké, under
My Products. If you don't do anything, we'll arrange it for you by 1 December 2026 at the

latest. Your files and settings will remain unchanged. You can read exactly how this works

in The switch to Euro-Office and in our blog about the switch.

Euro-Office guide - www.weboke.nl 13/298
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1.4 Which browsers and file formats work with
Euro-Office?

Browsers

Euro-Office works in every modern browser. Preferably use the latest version of one of
these browsers:

e Google Chrome or Chromium
» Microsoft Edge

» Mozilla Firefox

» Safari on the Mac

An older or uncommon browser may cause problems, such as a document that keeps
loading. If that happens, update your browser first. On your phone or tablet, use the
Nextcloud app. You can read more about this in Euro-Office in the Nextcloud app on your
phone or tablet.

File formats

Euro-Office opens and saves the familiar formats of Microsoft Office and OpenDocument.
So you don't need to convert your files.

Type Open and edit Download as

Text document  docx, odt, rtf, txt docx, pdf, odt, rtf, txt, html, epub and more
Spreadsheet xlsx, ods, csv xlsx, pdf, ods, csv and more

Presentation pptx, odp pptx, pdf, odp and more

Pdf pdf (view, fill in, comment, edit) pdf

Euro-Office guide - www.weboke.nl 14 /298
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eve & demo.webokecloud.nlfindex. php/apps/files/?dir=/WebOkégopenfile=true

B Bestand  Start  Invoegen Tekenen  Pagina-indeling  Verwijzingen Samenwerking  Beveiliging Beeld  Oferte WebOké Cloud docx

< Menu shuiten

Downloaden als

Nieuw maken
Ao :
WHR. ~
o
Downloaden als o S il SuE

Kopie opslaan als

L -
S Afdrukken a a

W ~
2, Baveiligan

DOTX PDFIA oTT

(D Documentinfa

T) WVersiehistorie
Toegangsrechten — !! <,>
MD RTF ™ EPUB HTML

¢ Bastand sluitan

} Geavanceerde instellingen

(p  Functie voorstellen

Downloaden als docx. pdf. odt en meer

Downloading a document in a different format

Euro-Office also opens older Office files (doc, xlIs and ppt). Afterwards, it's best to save
your work as docx, xlIsx or pptx.

Tip: working together with people who use Microsoft Office? Save your files as docx, xlsx
and pptx. They'll be able to open them without any problems.

Euro-Office guide - www.weboke.nl 15/298
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2.1 Logging in and finding your documents

Euro-Office is part of your WebOké Nextcloud. So you always start by logging in to
Nextcloud.

Step 1: log in

Go to your Nextcloud address in your browser, for example jouwnaam.webokecloud.nl or
your own domain name. Enter your username or email address (1) and your password (2),
then click Login (3).

ese & demo.webokecloud.nlflogin

webidke

Inloggen bij WebOké
Cloud

o [Gebrulkersnaam of email ﬁ

& Onthoud mij

=» Inloggen
Inloggen met een apparaat

Wachtwoord vergeten?

Web0ké Cloud - Veilig samenwerken in je eigen cloud

The login screen of your WebOké Nextcloud

Do you get a code by email afterwards? That's the extra security feature of WebOké. Enter
the code from the email to continue.

Step 2: open your files

After logging in, you'll see the Files app with all your folders and files. Click a folder to open
it, for example the WebOké folder (1).

Euro-Office guide - www.weboke.nl 17 /298
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ese a8 demo.webokecloud nlfindex. phpfapps/files/apps/files/files?dir=/

Zoek hier X[ 0 Alle bestanden [ Type [ Aangepast © Markering &\ Mensen B8

| &3 Alle bestanden O Naam « Gro... Aange...

& Persoonlijke bestanden o. WebOké 239 KB enkele seco
Livan

£ Recent 1 map 239 KB
¢ Favorieten

+2 Shares

B Teammappen

€ Markering

&2 Exteme opslag

2 Mapboom

[@ Verwijderde bestanden
® 239 KB van 1 TB gebruikt

£ Instellingen voor bestanden

Na het inlaggen 7ie je je bestanden

Your files and folders in Nextcloud

Inside the folder, you'll see your documents, spreadsheets, presentations and PDFs. The
icon and the extension after the name show you what type of file it is.
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ese & demo.webokecloud.nlfindex. php/apps/filesfapps/files/files?dir=/WebOké

Zoek hier x| Q O [J Alle bestanden >  WebQOké [ Type (3 Aangepast € Markering 2, Mensen B3

| &3 Alle bestanden O Naam = Gro... Aange...
& Persoonlijke bestanden Aanmeldformulier WebOké pdf 29 minuten ..
£ HeEant Begroting 2027 WebOké. xlsx 7K8 29 minuten ...

¥ Favorieten . i .
Klantenoverzicht WebOké. xlsx 7 KE 29 minuten ...

+& Shares
Nieuwsbrief WebOké november.docx 33 KB 21 minuten ...
B Teammappen

€ Markering Offerte WebOké Cloud.docx 21 minuten ...
£ Exteme opslag B Presentatie WebOké Cloud 2027.pptx 133KB 29 minuten ...

2 Mapboom 6 bes

[ Verwijderde bestanden

® 239 KB van 1 TB gebruikt

£ Instellingen voor bestanden

documenten. spre

A folder with different types of files

Searching for a file

Can't remember where a file is stored? Use the search field at the top of the screen or at
the top left in Files, and type part of the name. Via Recent in the left-hand column, you'll
find the files you worked on most recently.
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2.2 Creating a new document, spreadsheet or
presentation

You create a new file in the folder where you want to keep it. So first open the right folder.

Step 1: click on New
Click the New button (1) at the top. A menu opens. Choose what you want to create:

« New document (2): a text document, such as a letter or quote (docx).
« New presentation (3): a presentation with slides (pptx).

« New spreadsheet (4): a spreadsheet, such as a budget (xIsx).

« New PDF form (5): a fillable PDF form.

Zoek hier x| Q Io [3 Alle bestanden >  WebOké ~ [ Type [ Aangepast  © Markering 2, Mensen BB

| &3 Alle bestanden Uploaden vanaf apparaat b Aange...

& Persooniijke bestanden & Upload bestanden WebOké. pdf 20 minuten ...

8 Mappen uploaden
€D Recent bOKE xlsx TKE 29 minuten ...

¥r Favorieten Nieuw aanmaken
lebOke xlsx e T KE 29 minuten ...
+2 Shares L3 Nieuwe map

[ Maak bestandsaanvraag ¢& november.docx 3I3KE 21 minuten ..,

B Teammappen

& Markering W Ricow Document sud.docx 21 minuten ...
€ Nieuwe presentatie ! .

G Extemne opslag € Cloud 2027.pptx - 133 KE 20 minuten ..

# Nieuwe spreadsheet

2 Mapboom Tekstdocument

B
B Nieuw PDF-formulier
+

Nieuwe sjablonenmap

= Mapomschrijving toevoegen

@ Verwijderde bestanden

® 239 KB van 1 TB gebruikt

& Instellingen voor bestanden

Choose what you want to create

Please note: the Text option creates a simple text file (md) for the Nextcloud Text app,
not a Word document. So for letters and quotes, choose New document.

Step 2: give your file a name

Type a clear name (1) and click Create (2). Leave the extension at the end, such as .docx
for a document, .xlsx for a spreadsheet and .pptx for a presentation. This is how Nextcloud
recognises what type of file it is.
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kecloud.nlifindex. phpfappsffiles/apps/files/files?dir=/WebOké

Nieuw Document

Bestand m
[Ml;n eerste document.docx

Give the document a name

Step 3: start writing

Your new file opens directly in Euro-Office. You can start right away. Everything you do is
saved automatically.
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L L 4 & demo.webokecloud.nlfindex. phpfappsffiles/?dir=/WebOkéRopenfile=true

Bestand  Start  Invoegen Tekenen  Pagina-indeling  Verwijzingen  Samenwerking  Beveiliging Beald  Mijn eerste document.docx 2 Bewerken ~ 2 pelen T

Asial

Geenafsand  KOP 1 Kop 2 Kop 3

Paginalvanl = Aantal woorden Nederiands - Nederland « & [A]

ent direct in Euro-C

Your new document, ready to get started
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2.3 Opening an existing Word, Excel or
PowerPoint file
You open a file that's already in your Nextcloud with a single click on its name. Euro-Office

then automatically opens the right component: the word processor for a document, the

spreadsheet editor for a spreadsheet, the presentation editor for slides and the PDF editor
for a PDF.

[T X ] & demo.webokecloud.nlfindex. phpfappsffiles/?dir=/WebOkéaopenfile=true web ke

Bestand  Start Invoegen Tekenen  Paginadndeling  Verwijzingen  Samenwerking  Bevefliging  Beeld  Offerte WebOké Cloud.doex & pewerken ~+  Spelen T Q @ X

I

Offerte WebOké Cloud

Voor: Bloemisterij Het Zonnetje, tav. mevrouw J. Bakker
Datum: 22 oktober 2026 OMertenummer: WO-2026-1042

Beste mevrouw Bakker,

Hartelijk dank voor uw interesse in WebOke Cloud. Met Nextcloud en Euro-Office werkt uw
team veilig samen aan documenten, spi en pi met al uw in
Europa.

Nextcloud Max (1 TB opslag) 1 €9.95
Office Suite-Jicentie Euro-Office 5 €1250
Overzetten bestaande b fen 1 gratis
Totaal per maand €2245

‘Wij horen graag of u met deze offerte akkoord gaat. Met vriendelijke groet,
Team WehOke
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A Word file opens with a single click

Adding a file from your computer

Is the file still on your computer? Drag it into the Nextcloud window, or click New and then
Upload files. Once it's uploaded, click the name to open it.

Opening without editing

Just want to take a quick look? You still click the file as usual. You can read it without
changing anything; as long as you don't type anything, the file stays as it was. If someone
has shared the file with you with read only rights, it opens in reading view and you won't
be able to make any changes.
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Will my file be converted?

No. A docx stays a docx, an xlsx stays an xIsx and a pptx stays a pptx. Euro-Office works
directly within the file. This means colleagues using Microsoft Office can simply keep
opening the file as normal.
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2.4 Saving: how automatic saving works

In Euro-Office, you don't need to save your work yourself. Everything you type is saved
automatically. If you're working together with others, they'll see your changes straight
away.

The Save button

At the top left of the toolbar, you'll still find a Save button (1). Use this when you want to
be sure your latest change has been saved right away, for example just before you close
the window. You can also press Ctrl + S (on Mac, Cmd + S).
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Hartelijk dank voor uw interesse in WebOke Cloud. Met Nexicloud en Euro-Office werkt uw
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Europa.

Nextcloud Max (1 TB opslag) 1 €995
Office SuiteJicentie Euro-Office 5 €1250
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Save, undo and the clipboard

Restoring an older version

Nextcloud automatically keeps older versions of your file. Accidentally deleted something?
You can restore an earlier version. Find out how in Version History: restoring an older
version.

When is the file in Nextcloud updated?

Euro-Office saves your changes straight away, but the file in Nextcloud itself is only fully
updated once everyone has closed the document. Want to download the file or open it on
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your computer? Close the document first. Read more about this in You don't see your
changes when you download the file or open it on your computer.

Saving a copy

Want to keep the original as it is and carry on working in a copy? Choose File and then
Save copy as. You can then choose a new name and, if you like, a different format.
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2.5 Download as docx, xlsx, pptx, odt or pdf

Want to email a file to someone, put it on a usb stick or send it as a pdf? Then download it
in the format you need.

Step 1: open the File menu

Click the File tab (1) in the top left. The menu with all file options opens.
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The File menu

Step 2: choose Download as

Click Download as and click the format you want, for example DOCX (1). For a text
document, you can choose from options including:

« DOCX: for Microsoft Word.

« PDF and PDF/A: for sending or archiving. A pdf looks the same everywhere.
« ODT: for LibreOffice and other OpenDocument programs.

« DOTX and OTT: as a template.

- MD, RTF, TXT, HTML, EPUB, FB2: for other applications.

« JPG and PNG: as an image.
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Choose the format to download

The file ends up in your computer's download folder. The original in Nextcloud remains
unchanged.

It works exactly the same in a spreadsheet or presentation. You might choose XLSX, ODS,
CSV or PDF for a spreadsheet (see Importing and exporting CSV files), or PPTX, ODP or PDF
for a presentation (see Saving a presentation as PDF or PPTX).

Prefer to save it in Nextcloud?

Then choose Save copy as instead of Download as. The copy, for example as a pdf, will
then be saved in your Nextcloud.
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2.6 Closing a document and returning to your files

All done? Click the cross in the top right corner (1). Euro-Office closes and you return to
the folder where you opened the file. Your changes are already saved.
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Beste mewvrouw Bakker,

Hartelijk dank voor uw interesse in WebOke Cloud. Met Nextcloud en Euro-Office werkt uw
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Closing with the cross in the top right corner

You can also choose File and then Close file. Or simply close your browser tab; nothing gets
lost that way either.

Was someone else still working in the file?

Then the file simply stays open for them. Your changes are already included. The file is
permanently updated in Nextcloud once everyone has closed it. See also You don't see
your changes when you download the file or open it on your computer.

Euro-Office guide - www.weboke.nl 29 /298



WebOké

Getting to know the editor
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3.1 A tour of the Euro-Office screen

The

Euro-Office screen is set up the way you know from Word and Excel. Let's walk

through the parts.
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Beste mevrouw Bakker,

Hartelijk dank voor uw interesse in WebOke Cloud. Met Nextcloud en Euro-Office werkt uw
team veilig samen aan documenten, spreadsheets en pi met al uw in
Europa.

Nextcloud Max (1 TB opslag) 1 €995
Office Suite-icentie Furo-Office 5 €1250
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The parts of the screen

1.

Tabs. File, Home, Insert, Draw, Layout, References, Collaboration, Protection and
View. Each tab has its own buttons.

. Toolbar. The buttons of the selected tab. On Home, for example, you'll find font,

bold, italic, alignment, lists and styles.

. The document. This is where you type and edit.
. Left sidebar. Search, comments, chat, headings (navigation through your

document) and information.

. Right sidebar. Settings for what you've selected, such as a paragraph, table, image

or chart.

. Status bar. The page number, word count, language, spell check and zoom.
. Editing. Choose how you work with the document: Editing, Reviewing (suggest

changes) or Viewing (view only). See also A document opens as read only.

. Share. Share the file with colleagues.
. Close. Return to your files.
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The tabs

On Insert, you add tables, images, shapes, charts, headers and footers, and page

numbers.
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The Insert tab

On Layout, you set margins, page orientation, columns and page breaks.
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The Layout tab

On Collaboration, you'll find comments, track changes, compare documents and version
history.
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The Collaboration tab

The spreadsheet and presentation editors have the same structure, with tabs suited to
that type of file, such as Formula and Data in a spreadsheet.
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3.2 Zooming, view and the theme in Euro-Office

Zoom

At the bottom right of the status bar, you can zoom out (1) or in (2). With Fit to Page (3)
you see the whole page, and with Fit to Width (4) the page fills the width of your screen.
You can also hold down Ctrl and scroll with your mouse.
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Zoomen en de weergave van de pagina

Zooming in the status bar

The View tab

On the View tab (1), you choose what you see: the headings in the left-hand bar, the zoom
level, multiple pages side by side, and whether you want to see the toolbar, status bar,
side panels and rulers. Want more room for your text? Then turn off the toolbar or the
rulers.
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Light or dark theme

Bpelen Q@ X

£, Macro opnemen

Prefer working with a dark screen? Choose File, then Advanced Settings (1). There you can
also set other things, such as autosave, how you collaborate and spell checking.
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The advanced settings

Scroll down to the heading Appearance. Under Interface theme (1), the default is Same as
system: Euro-Office then follows your computer's setting. Here you can choose, for

example, Light or Dark, and click Apply at the bottom. With Turn on document dark mode,
the document itself also turns dark.
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3.3 Language, spell checking and dictionary

Euro-Office checks your spelling as you type. Words it doesn't recognise get a red wavy
underline. For this to work properly, your document language needs to be set correctly.

The language of your document

At the bottom right of the status bar, you'll see the language of the text where your cursor
is (1), for example English. To the right of it are two buttons: the globe icon (Set
document language) and the Spell checking button, which turns the check on or off.

L LN & demo.webokecloud.nlfindex. phplapps/files/7dir=/WebOkéRopenfile=true

B Bestand  Start  Invoegen Tekenen  Pagina-indeling  Verwijzingen Samenwerking  Beveiliging Beeld  Offerte WebOke Cloud docx & Bewerken ~ D pelen v Q

jofferte WehOké Cloud

Voor: Bloemisterij Het Zonnetje, ta.v. mevrouw J. Bakker
Datum: 22 oktober 2026 Offertenummer: WO-2026-1042

Beste mevrouw Bakker,
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Documenttaal en speliingcontrole in de statusbalk

The document language and spell checking

Is a different language shown, for example Dutch, making almost every word underlined in
red? Click the globe icon and choose English. This applies to the whole document. Do you
only want to set the language for a piece of text, for example a French sentence? Select
that text, click the language in the status bar, and choose the language.

Correcting a spelling mistake

Right-click a word that's underlined in red. You'll then get suggestions for the correct
spelling. Is the word actually correct, for example a name? Then choose Ignore all, or
choose Add to dictionary, so the word won't be marked red again.
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The language of the menus

The menus in Euro-Office use the language you've set in Nextcloud. You can change this in
Nextcloud: click your profile picture at the top right, choose Settings, and open the

language settings page on the left (Language & locale). There, choose your preferred
language under Language.
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3.4 Undo, redo and the clipboard

A mistake is easily fixed. On the left of the toolbar, you'll find the buttons you'll need most

often.
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The buttons for saving, undoing and the clipboard

1. Save (Ctrl + S): save your latest change immediately.
2.Undo (Ctrl + Z): reverse your last action. Click again to go back further.
3. Redo (Ctrl + Y): carry out an action again after undoing it.
4. Copy (Ctrl + C): copy the selected text or image.

5. Paste (Ctrl + V): insert what you've copied.

On Mac, use Cmd instead of Ctrl. To cut, use Ctrl + X.

Pasting from another program

SBpelen ® O @ X

|

You can paste text that you've copied in another program or on a website. Your browser
may first ask permission to use the clipboard; if so, click Allow. If pasting with the button
doesn't work, use Ctrl + V instead. This always works. You can read more about this in

Pop-ups, the clipboard and your browser's cache.
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Copying formatting

With the Copy style button (the little brush), you can take the formatting of a piece of text,
such as the font and colour, and apply it to another piece of text.
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Text documents
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4.1 Formatting text: font, size, colour and
alignment

On the Home tab, you'll find everything you need to format text. It works just like you're
used to in Word: first you select the text, then you choose the formatting.
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Euro-Office in je Nextcloud
Vanal nu werk je in je WebOke Nextcloud met Euro-Otfice: e=n Europese office die je
documenten precies zo laat zien als op je eigen computer,

Je opent Word-, Excel- en PowerPoint-bestanden met &én kiik in je browser. Je hoeft niets
te installeren en je bestanden blijven gewoon in je eigen Nextcloud staan. Wil je toch liever
een programma op je computer? Ook dat kan, voor Windows, Mac en Linux.

Samen werken aan één document

Met je collega’s werk je tegelijk aan hetzelffde document. Je ziet dwect wie wat doet. Met
opmerkingen en het bijhouden van wijzigingen houd je overzicht, ook als er veel mensen
meelezen.

Alles blijftin Europa

Je bestanden staan in onze eigen datacenters in Nederland. Euro-Office is open source en

wordt ontwikkeld door Europese bedrijven. Zo houd je zelf de regie over je documenten.
Tips voor de feestdagen

Plan je vakantie? Zet een vakantiebericht in je WebOké mail en deel je planning in een
spreadsheet.

Nederiands - Nederland

The text formatting buttons on the Home tab

How to format text

&L Bewerken ~

Titel

& B

Geenafstand

Bpeen % Q@ X

1. Select the text: drag your mouse over the text, or double-click a word. Click three
times to select an entire paragraph.
2. Choose the font (1) and the font size (2). Use the buttons with the large and small
A next to them to make the text bigger or smaller step by step.
3. Make text bold, italic or underlined (3). Next to these are strikethrough, superscript
and subscript.
4. Give the text a colour with the Font color button (4), or give it a coloured

background like with a highlighter, with Highlight color (5).

5. Choose the alignment (6): left, centred, right or justified.
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Choosing colours

Click the arrow next to the font colour button. You can choose from theme colours,
standard colours or a custom colour. Use the eyedropper to pick up a colour that already
appears somewhere in your document.

ese & demo.webokecloud.nlfindex. phpfappsffiles/?dir=/WebOkégopenfile=true web: ke

B Bestand Start Invoegen Tekenen Paginaindeling Verwijzingen Samenwerking Beveiliging Beeld  Nieuwsbrief WebOké nove, & Bewerken =  Spelen T Q @ X

a. - ™
Kop 3 Kop 2 Kop 1 Titel  ceenatsond

« A & Aa

1/ ]
5
4

- Al

W Automatisch
1 (RECIRNETS

Themaklauren

H EEEE

2 Pipet

news angepaste e T NOVEMber 2026

Euro-Office in je Nextcloud

Vanaf nu werk je in je WebOké Nextcloud met Euro-Otfice: een Europese office die je
documenten precies zo laat zien als op je eigen computer,

Je opent Word-, Excel- en PowerPoint-bestanden met één kiik in je browser. Je hoeft niets
te installeren en je bestanden blijven gewoon in je eigen Nextcloud staan. Wil je toch liever
een programma op je computer? Ook dat kan, voor Windows, Mac en Linux.

Samen werken aan één document

Met je collega’s werk je tegelik aan hetzelfide document. Je ziet direct wie wat doet. Met
opmerkingen en het bijhouden van wijzigingen houd je overzicht, ook als er veel mensen
meelezen.

Alles blijftin Europa

Je bestanden staan in onze eigen datacenters in Nederland. Euro-Office is open source en
wordt ontwikkeld door Europese bedrijven. Zo houd je zelf de regie over je documenten.
Tips voor de feestdagen

Plan je vakantie? Zet een vakantiebericht in je WebOké mail en deel je planning in een
spreadsheet.

Paginalvanl = Aantal woorden Nederiands - Nederland » & [E]

Choosing a text colour

Handy keyboard shortcuts

What Windows and Linux Mac

Bold Ctrl +B Cmd + B

Italic Ctrl +1 Cmd + I
Underline Ctrl +U Cmd + U

Left, centre, right, justify Ctrl1+L,E R, J Cmd +L,E R, J
Clear formatting Ctrl + Space Cmd + Space

Tip: want to use the same formatting again? Place the cursor in the formatted text, click
the button with the paintbrush (Copy style) and then select the text that should get the
same formatting.
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Using the same formatting for all headings? It's better to use styles instead. You can read
how that works in Using styles and headings.
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4.2 Using styles and headings

A style is a fixed combination of formatting: font, size, colour and spacing. Euro-Office has
styles for normal text, a title and headings at different levels. If you work with styles, your
document looks consistent throughout, and you can create a table of contents with a
single click.
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Euro-Office in je Nextcloud

WVanaf nu werk je in je WebOke Nextcloud met Eure-Office: een Europese office die je
documenten precies zo laat zien als op je eigen computer,

Je opent Word-, Excel- en PowerPoint-bestanden met één kiik in je browser. Je hoeft niets
te installeren en je bestanden blijven gewoon in je eigen Nextcloud staan. Wil je toch liever
een programma op je computer? Ook dat kan, voor Windows, Mac en Linux.

Samen werken aan één document

Met je collega’s werk je tegelijk aan hetzeffde document. Je ziet dwect wie wat doet. Met
opmerkingen en het bijhouden van wijzigingen houd je overzicht, ook als er veel mensen
meelezen.

Alles blijftin Europa

Je bestanden staan in onze eigen datacenters in Nederland. Euro-Office is open source en
wordt ontwikkeld door Europese bedrijven. Zo houd je zelf de regie over je documenten.
Tips voor de feestdagen

Plan je vakantie? Zet een vakantiebericht in je WebOké mail en deel je planning in een
spreadsheet.

Nederiands - Nederland « & [&]

The cursor is placed in a heading: Heading 1 is highlighted in the style gallery

Applying a style

1. Place the cursor in the paragraph that should become a heading. You don't need to
select anything.

2. On the Home tab, click Heading 1, Heading 2 or another style in the style gallery
on the right (1). Use the arrow to the right of the gallery to see all the styles.

Use Heading 1 for chapters, Heading 2 for sections and Heading 3 for subsections
within those. For normal text, choose Normal.

Keyboard shortcuts: A1t + 1, 2 or 3 turns the paragraph into Heading 1, 2 or 3 (on Mac,
Cmd + Option + 1, 2 or 3).
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Customising a style

Want all your headings to have a different colour, for example? Format one heading the
way you want it, right-click the style in the gallery and choose Update from selection.
All headings using that style will change accordingly. To create your own style, right-click
the formatted text and choose Formatting as Style, then Create new style. Use
Restore to default to return a style to its original state.

Quickly navigate your document with the navigation panel

Click the Headings button on the left (1). You'll then see all the headings in your
document listed one below the other. Click a heading to jump straight to it. This is really
handy for long documents.
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Euro-Office in je Nextcloud

Vanaf nu werk je in je WebOke MNextcloud met Euro-Office: een Europese office die je
documenien precies zo laal zien als op je eigen computer.

Je opent Word-, Excel- en PowerPoini-bestanden met &&n kdik in je browser. Je hoeft niets
te mstalleren en je bestanden bijjven gewoon in je eigen Nextcloud staan. Wil je toch liever
een programma op je computer? Ook dat kan, voor Windows, Mac en Linu.

Samen werken aan één document

Met je collega’s werk je tegelijk aan hetzelfde document. Je ziet direct wie wat doet. Met
opmerkingen en het bijhouden van wijzigingen houd je overzicht, ook als er veel mensen
meelezen.

Alles blijit in Europa

Je bestanden staan in onze eigen datacenters in Nederland. Euro-Office is open source en
waordt ontwikkeld door Europese bedrijven. Zo houd je zelf de regie over je documenten.
Tips voor de feestdagen

Plan je vakantie? Zet een vakantiebericht in je WebOké mail en deel je planning in een
spreads heet.

Paginalvanl 5= Aantal woorden Nederiands - Nederland ~ & [A]

Koppen in het navigatiepaneel: kiik om er direct naartoe te gaan WebOké Cloud met Euro-Office

All headings in the navigation panel

Tip: styles are saved in the file. If a colleague opens the document in Word, they'll have
the same styles, and the headings will work there in the navigation pane too.
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4.3 Creating an automatic table of contents

Have you given your headings a heading style (see Using styles and headings)? Then
Euro-Office creates the table of contents for you, with the correct page numbers. If you
change something later, you can update the table of contents with a single click.

Inserting a table of contents

1. Place the cursor where the table of contents should appear, for example below the
title.

2. Go to the References tab (1).

3. Click Table of Contents and choose a layout: with page numbers and dots, or as a
list of links.
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nhoudsopgave verwijderen

Euro-Office in je Nextcloud
Vanaf nu werk je in je WebOké Nexicloud met Eure-Office: een Europese office die je

documenten precies zo laat zien als op je eigen computer.

Je opent Word-, Excel- en PowerPoint-bestanden met &2n kiik in je browser. Je hoeft niets
te installeren en je bestanden blijven gewoon in je eigen Nextcloud staan. Wil je toch liever
een programma op je computer? Ook dat kan, voor Windows, Mac en Linux.

Samen werken aan één document

Met je collega’s werk je tegelijk aan hetzeifde document. Je ziet direct wie wat doet. Met
i en het 1van Wi houd je overzicht, ook als er veel mensen

meelezen,

Alles blijftin Europa

Je bestanden staan in onze eigen datacenters in Nederland. Euro-Office is open source en
wordt ontwikkeld door Europese bedrijven. Zo houd je zelf de regie over je documenten.

Tips voor de feestdagen

Blan ie uakantie? 7et san vakantieheric bt in is Wehlka mail en deel is nlanninn in sen
Paginalvanl 5= Aantal woorden Alle wijzigingen zijn opgeslagen Nederlands - Nederland « & [&]

verwijzingen, inho

Choose the layout of the table of contents

The table of contents is now in your document. Each line is a link: hold Ctrl and click a
line to jump to that chapter.
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Eura-Office in je Nextcloud

Samen werken aan één document.

Alles blijft in EWopa..... o

Tips voor de f
Agenda

Euro-Office in je Nextcloud

Vanaf nu werk je in je WebOké Nexicloud met Euro-Office: een Europese office die je
documenten precies zo laat zien als op je eigen computer.

Je opent Word-, Excel- en PowerPoint-bestanden met &én kiik in je browser. Je hoeft niets
te installeren en je bestanden blijven gewoon in je eigen Nextcloud staan. Wil je toch liever
een programma op je computer? Ook dat kan, voor Windows, Mac en Linux.

Samen werken aan één document

Met je collega's werk je tegelijk aan hetzelfde document. Je ziet direct wie wat doet. Met
en het b 1van houd je overzicht, ook als er veel mensen

meelezen.
Paginalvanl 5= Aantal woorden Alle wijzigingen zijn opgeslagen Nederlands - Nederland « & [&]

De automatische inhoudsopgave in het document WebOké Cloud met Euro-Office

The table of contents, generated from the headings

Updating the table of contents

Have you added, changed or moved headings? Then click Update Table (1). Choose
Update entire table if headings have been added, or Update page numbers only if
only the numbers have shifted.

More settings

Via Table of Contents and then Settings, you can choose, among other things, how
many heading levels to include, whether the page numbers are right-aligned, and which fill
character to use. Use Remove table of contents to remove it again.
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a.4 Bullets and numbering

A list makes text clear and organised. Euro-Office supports bulleted lists, numbered lists

and multilevel lists.
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Samen werken aan één document
Met je collega’s werk je tegelik aan hetzelfde document. Je ziet direct wie wat doet. Met

opmerkingen en het bijhouden van wijzigingen houd je overzicht, ook als er veel mensen
meelezen.

Alles blijftin Europa

Je bestanden staan in onze eigen datacenters in Nederland. Euro-Office is open source en
wordt ontwikke ld door Europese bedrijven. Zo houd je zelf de regie over je documenten.

Tips voor de feestdagen

Plan je vakantie? Zet een vakantiebericht in je WehOké mail en deel je planning in een
spreadsheet.

Agenda
12 november; webinar "Slim werken met Euro-Office”. 3 december: inloopspreekuur,

*  Webinar Slim werken met Euro-Office

s Inloopspreekuur in december

¢ Nieuwe sjablonen voor offertes

Alle wijzigingen zijn opgeslagen Nederiands - Nederland ~ & [A]

Spelen ® QO @ X

1. Select the lines you want to turn into a list. You can also click the button first and

then start typing.

2. On the Home tab, click Bullets (1) for a bulleted list, or Numbering (2) for a

numbered list.

3. Press Enter at the end of a line for the next point. Press Enter twice to stop the list.

Choosing a different numbering style or symbol

Click the arrow next to the button. You can then choose from the library: numbers, letters,
Roman numerals or other bullet symbols. Use List Settings to set your own symbol,

colour and indentation.

Euro-Office guide - www.weboke.nl

51/298



WebOké

ese a8 demo.webokecloud.nlfindex. phplapps/files/7dir=/WebOkéRopenfile=true

B Bestand Start  Invoegen  Teksnen  Pagina-indeling

Pagina lvan2 = Aantal woorden

Kies een nummering uit de bibliotheek

RERZFYNRER
Samen werk

Met je collega’s
opmerkingen el
meelezen.

Alles blijft in
Je bestanden s

Varwijzingen

Nummeringsbibliotheek

Geen

Samenwerking

A
B
c

1)
2)
3

wordt ontwikkel st instetlingen

Tips voor de feestdagen

Beveiliging  Beeld  Nisuwsbrief WebOke nove.

W

1

Kop &
TR TN
2 wat doet. Met

er veel mensen

IS OPEN SOUMCE en
& documenten.

Plan je vakantie? Zet een vakantiebericht in je WebOké mail en deel je planning in een

spreatdsheet.

Agenda

12 november: webinar "Slim werken met Euro-Office”. 3 december: inloopspreekuur.

¢ Webinar Slim werken met Euro-Office

* Inloopspreekuur in december

* Nieuwe sjablonen voor offeres

Alle wijzigingen zijn opgeslagen

Choose a numbering style from the library

Levels in a list

Nederlands - Mederland

« Press Tab at the start of a point to move it one level deeper.
e Press Shift + Tab to move it back one level.
« Use the Multilevel list button to choose a fixed numbering style such as 1, 1.1,

1.1.1.

& E

webOké Cloud met Eura-Office

Tip: doesn't the numbering start at 1 where you want it to? Right-click the number. In the
menu, you can restart the numbering at 1 or continue it from the previous list, and set the

starting value.
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4.5 Inserting and formatting tables

A table lets you neatly arrange data in rows and columns, such as the prices in a quote.

Inserting a table

1. Place the cursor where the table should go.
2. Go to the Insert tab and click Table (1).
3. Move the mouse over the grid until you have the right number of columns and rows,

then click. Need more than the grid allows? Choose Insert custom table and type
the number.
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Aangepaste tabel invoegen
A0RHANY taltefinyded t Zonnetie, La, mevrouw J, Bakker
Teken Tabel

126 Offertenummer: WO-2026-1042

Tabel wissen

Tabel invoegen ar,

Hartelijlc dank voor uw interesse in WebOké Cloud. Met Nextcloud en Euro-Office werkt uw
team veilig samen aan documenten, sp enpl met al tw n
Europa.

Omschrijving Aantal Prijs per maand

Nextcloud Max (1 TB opslag) 1 €995

Office Suitedicentie Euro-Office 5 €1250

Overzetten bestaande bestanden 1 gratis

Totaal per maand €2245

‘Wij horen graag of u met deze offerte akkoord gaat. Met vriendelijke grost,
Team WebOke

Nederiands - Nederland « & [E

Choose the number of rows and columns

Press Tab to move to the next cell. If you're in the last cell, Tab adds a new row.

Formatting the table

Click inside the table. The Table settings panel appears on the right; if you don't see it,
click the table icon on the right (1). Here you can choose:

» a template with colours, for example with a coloured header row and striped rows;

e which rows and columns stand out: the header row, the total row, the first or last
column;

» the borders: style, thickness and colour;
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« the background colour of the selected cells;
« the height of rows and the width of columns.
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Selecteren uit sjabloon

Offerte WebOké Cloud

Voor: Bloemisterij Het Zonnetje, Lav. mevrouw J. Bakker

Datum: 22 oktober 2026 Offertenummer: WO-2026-1042

Beste mewouw Bakker,

Hartelijk dank voor uw interesse in WebOke Cloud, Met Nextcloud en Euro-Office werkt uw
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in
Europa.

Achtergrondkleur .~ -

Omschrijving Aantal Prijs per maand

B Rijen en kolommen -
Nextcloud Max (1 TE opslag) 1 €995 Rijen & Kolommen grootte
Office Suite-icentie Euro-Office 5 €1250 Hoogte oBdcm B}

Overzetten bestaande bestanden i gratis Breedie 939cm [ =

Totaal per maand €2245 ¥} Automatisch Jruu‘_t.ﬁ.
aanpassen aan de inhoud

fx Formule toevoegen
Wij horen graag of u met deze offerte akkoord gaat. Met vriendel jke groet,

] Tabel omzettan naar tekst
Team WebOké

Paginalvanl = Aantal woorden Nederiands - Nederland + & [&]

In een tabel: rechts de tabelinsteliinger

The cursor is in the table: the table settings appear on the right

Adding or removing rows and columns

Right-click inside a cell. Choose Insert for a row above or below, or a column to the left or
right. Use Delete to remove a row, column or the entire table. Use Merge cells to
combine several cells into one.

Tip: does the header row of a long table need to appear on every page? In the table
settings, tick Repeat as header row at the top of each page.
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2.6 Images, shapes and text boxes

On the Insert tab, you can add all sorts of things to your document: images (1), shapes
(2), text boxes (3), decorative text with Text Art (4) and charts (5).
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Samen werken aan één document

T Kop ten & Paginanummer

Met je collega’s werk je tegelijk aan hetzelfde document. Je ziet direct wie wat doet. Met
opmerkingen en het bijhouden van wijzigingen houd je overzicht, ook als er veel mensen
meelezen.

Alles blijft in Europa

Je bestanden staan in onze eigen datacenters in Nederland. Euro-Office is open source en
wordt ontwikke ld door Europese bedrijven. Zo houd je zelf de regie over je documenten.

Tips voor de feestdagen

Plan je vakantie? Zet een vakantiebericht in je WebOké mail en deel je planning in een
spreadsheet.

Agenda
12 november: webinar "Slim werken met Euro-Office”. 3 december: inloopspreekuur,

*  Webinar Slim werken met Euro-Office

« Inloopspreekuur in december

« Nieuwe sjablonen voor offertes

Paginalvan2 5 A e Alle wijzigingen zijn opgeslagen Nederiands - Nederland « &5 [A]

Everything you can insert on the Insert tab

Inserting an image
Click Picture and choose where the image comes from:

« Image from File: a photo or logo from your computer;
» Image from URL: an image from a web address;
- Image from storage: an image that's already in your WebOké Nextcloud.
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Aekiog 1 URL 1 één document

Afteelding van opsia
W VRA DR : tegelijk aan hetzelfde document. Je ziet direct wie wat doet. Met

opmerkingen en het bijhouden van wijzigingen houd je overzicht, ook als er veel mensen
meelezen.

Alles blijft in Europa

Je bestanden staan in onze eigen datacenters in Nederland. Eurc-Office is open source en
wordt ontwikkeld door Europese bedrijven. Zo houd je zelf de regie over je documenten.
Tips voor de feestdagen

Plan je vakantie? Zet een vakantiebericht in je WebOké mail en deel je planning in een

spreatdsheet.

Agenda
12 november: webinar "Slim werken met Euro-Office”. 3 december: inloopspreekuur.

¢ Webinar Slim werken met Euro-Office

« Inloopspreekuur in december

* Nieuwe sjablonen voor offeries

Alle wijzigingen zijn epgeslagen Nederlands - Nederland « & [&]

WebOké Cloud met Euro-Office

An image from a file, an address or your Nextcloud

You can also simply drag an image into the document, or copy and paste it.

Adjusting an image

Click the image. Use the dots on the corners to make it bigger or smaller; hold down Shift
while doing so to keep the proportions the same. On the right, in the Image settings
panel, you can crop, rotate and flip the image.

Use Wrapping on the Layout tab (or Wrapping Style in the right-click menu) to choose
how the text wraps around the image. Inline places the image as if it were a letter on the
line. With Square, Tight or Through, the text wraps around it, while Top and bottom
places the image on its own line. Behind text and In front of text place the image
behind or in front of the text.

Shapes and text boxes

Click Shape and choose a rectangle, arrow, star, speech bubble or another shape. Drag in
the document to draw the shape. Double-click the shape to type text in it. In the right-
hand panel, choose the fill, border and shadow.
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A text box is a box with text that you can place anywhere, separately from the regular
text, for example for an eye-catching quote or a box with contact details.

Tip: add an image with a caption underneath via References and then Caption. That
way, all your figures get a number automatically.
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a.7 Headers, footers and page numbers

A header appears at the top of every page, a footer at the bottom. You can use them for
your logo, your company details or the page number.

Creating a header or footer

1. Go to the Insert tab and click Headers & footers (1).
2. Choose Edit header or Edit footer.
3. Type your text or insert an image, such as your logo.
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Verwijder koptekst

Verwijder voettekst

Offerte WebOké Cloud

Vioor: Bloemisterij Het Zonnetje, La.v. mevrouw J, Bakker

Datum: 22 oktober 2026 Offertenummer: WO-2026-1042

Beste mevrouw Bakker,

Hartelilk dank voor uw interesse in WebOké Cloud. Met Nexicloud en Euro-Office werkt uw
team veilig samen aan documenten, spr enpl met al uw n
Europa.

Omschrijving Aantal Prijs per maand
Mexicloud Mag (1 TB opslag) 1 €9.95

Office Suite-licentie Euro-Office 5 €1250

e

Owerzetten bestaande bestanden 1 gratis

Totaal per maand €£2245

'Wij horen graag of u met deze offerte akkoord gaat. Met vriendelike groet,

Team WebOké

Paginalvanl = Aantal woorden Nederiands - Nederland + & [&]

Editing or removing headers and footers

You can also double-click at the top or bottom of the page. The regular text then becomes
lighter and you work in the header or footer. An extra tab with settings appears. Click
Close or double-click in the regular text to go back.
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De voettekst bewerken: rechts de instellingen voor kop- &n voettekst WebOké Cloud met Euro-Office

Editing the footer: the rest of the page becomes lighter

Adding page numbers

Click Page number and choose the position: top or bottom, left, centre or right. Use
Number of pages to add the total, so you get something like "page 2 of 5".
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Paginanummers toevoegen WebOké Cloud met Euro-Office

Choose where the page number appears

A different first page

Don't want a header on the cover page? When editing the header, tick Different first
page. Use Different odd and even pages to create separate headers and footers for
left and right pages, handy for a booklet.
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4.8 Page settings, columns and breaks

On the Layout tab, you decide how the page looks: the margins (1), the orientation (2),

the paper size (3), columns (4) and breaks (5).
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Office Suiteicentie Euro-Office

5
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Wij horen graag of u met deze offerte akkoord gaat. Met vriendelijke groet,

[feam WebOké
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All page settings on the Layout tab

Margins

The margin is the white border around the text. Click Margins and choose Normal,
Narrow, Medium or Wide. Under Custom margins, you can type in your own

measurements in centimetres.
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Portrait or landscape, and paper size

<L Bewerken ~

& Delen

WebOké Cloud met Euro-Office

With Orientation, you choose Portrait or Landscape. Under Size, you choose the paper

size. In most of Europe, this is almost always A4.

Text in columns

For a newsletter or flyer, you can put text into two or three columns, like in a newspaper.
Select the text and choose the number under Columns. With Custom columns, you set
the space between the columns and add a line between them.
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WebOké Cloud met Eura-Office

Do you want a new chapter to always start at the top of a page? Then don't use a series of
blank lines, but a page break instead. Click Breaks and choose Insert page break, or

press Ctrl + Enter.

Euro-Office guide - www.weboke.nl

63 /298



WebOké

L L 4 a8 demo.webokecloud.nlfindex. phpfapps/files/?dir=/WebOkégopenfile=true

Offerte WebOké Cloud.docx

<L Bewerken ~

& Delen

web ke
a @ x

Tekenen  Pagina-indeling  Verwijzingen  Samenwerking  Bevelliging  Baeld

B Bestand  Start  Invoegen

8 O © @ m}

I'\I.\r-:J::'; Oriéntatie C—u]:.lt:r,l Kolr)n.\"wl Pagirm_w\rigs Rege nummers. Rechter inspringing |0 cm

Linker inspringing 0 cm

g

Pagina-einde invoegen

egen kolomeinde

Nextcloud Max (1 TB opslag)

- Afstand voor 0 em

*  Afstand na

0.28cm .

Office Suiteicentie Euro-Office

Owerzetten bestaande bestanden

gratis

Totaal per maand

€224

Wij horen graag of u met de ze offerte akkoord gaat. Met vriendelijke groet,

Feam WebOké

Pagina 1van1 = Aantal woorden

f sectie-einde invoegen

Een pagina-einde of
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With a section break, you divide the document into parts that each have their own
settings. This lets you put a single landscape page in a portrait document, or use columns

for just part of the text.

Tip: want to see where page breaks, section breaks and spaces are? On the Home tab,

click the button with the paragraph mark (Nonprinting characters).
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4.9 Footnotes, endnotes and links

Adding a footnote or endnote

A footnote is an explanatory note at the bottom of the page, marked with a small number
in the text. An endnote works the same way, but appears at the end of the document.

1. Place the cursor after the word the note relates to.
2. Go to the References tab and click Footnote.
3. Choose Insert footnote or Insert endnote and type your note.
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Agenda

Webinar Slim wearken met Eurs

Euro-Office

Hoofdlettergevoelig

Euro-Office in je Nextcloud
Vanaf nu werk je in je WebOké Nextcloud met Euro-Office: een Europese office die je

documenten precies zo laat zien als op je eigen computer.

Je opent Word-, Excel- en PowerPoint-bestanden met &én kik in je browser. Je hoeft niets
te installeren en je bestanden blijven gewoon in je eigen Nextcloud staan. Wil je toch liever
een programma op je computer? Ook dat kan, voor Windows, Mac en Linux.

Samen werken aan één document

Met je collega’s werk je tegelijk aan hetzelfde document. Je ziet direct wie wat doet. Met
opmerkingen en het bijhouden van wizigingen houd je overzicht, ook als er veel mensen
meelezen.

Alles blijft in Europa

Je bestanden staan in onze eigen datacenters in Nederland. Euro-Office is open source en
wordt ontwikkeld door Europese bedrijven. Zo houd je zelf de regie over je documenten,

Tins voor de feestdaoen
Alle wijzigingen zijn opgeslagen Nederlands - Nederland « & [&]

Footnotes and endnotes

The numbers update automatically. If you delete a note, the other numbers shift
accordingly. Use Notes settings to choose the numbering style and location.

Adding a link

A link turns text into a clickable connection to a website, an email address, or a place
within your document.

1. Select the text that should become the link.

2. Click Link (on the Insert or References tab), or press Ctrl + K.

3. Choose External link and type the address, for example https://www.weboke.nl.
Want to link to a heading or bookmark in the same document? Then choose the other
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tab, for a place in the document.

4. Click OK.
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wordt i door P ijven. Zo houd je zelf de regie over je documenten,

BT o e IR B Lo

Tins voor de feestdaoen

Alle wijzigingen zijn opgesiagen Nederlands - Nederland + & 8] %* - B8 [0 [

To open a link, hold Ctrl and click it. Right-click the link to edit or remove it.
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a.10 Find and replace

Looking for a word in a long document? Or want to change a nhame everywhere in one go?
That's what find and replace is for.

Find

Press Ctrl + F (on Mac Cmd + F) or click the magnifying glass on the left. Type what you're
looking for. Euro-Office highlights all the spots in the document and lists them. Click a
result to jump to it, or use the arrows to move from one to the next.

Replace

1. Click the Replace button on the right of the Home tab (1), or press Ctrl + H.
2. Under Find, type what you want to replace, and below it the new text.
3. Click Replace to do it one at a time, or Replace All to change everything in one go.
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Zoeken en vervangen

Webinar Slim werken met Eure - Met je collega’s werk je tegelijk aan hetzelide document. Je ziet direct wie wat doet. Met
& opmerkingen en het bijhouden van wijzigingen houd je overzicht, ook als er veel mensen
meelezen.

(Euro-office

Alles blijft in Europa

Je bestanden staan in onze eigen datacenters in Nederland. Euro-Office is open source en
wordt ontwikkeld door Europese bedrijven. Zo houd je zelf de regie over je documenten.
Hoofdlettergevoelig

Tips voor de feestdagen

Plan je vakantie? Zel een vakantiebericht in je WebOké mail en deel je planning in een
spreadsheet.

Agenda
12 november: webinar "Slim werken met Euro-Office”. 3 december: inloopspreekuur.

*  Webinar Slim werken met Euro-Office

= Inloopspreekudr in december

«  Mseuwe sjablonen voor offertes

Faginalvan2 5 Aantal woorden Alle wijzigingen zijn opgesiagen Nederiands - Nederland ~ & [A]

Find and replace in the panel on the left

Tick Case sensitive if the difference between capital and lower-case letters matters. With
Whole words only, you won't find "net" inside "network".

Tip: having second thoughts after using Replace All? Press Ctrl + Z to undo it in one go.
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4.11 Creating a letter or quote

In this article, you'll see how to create a smart letter or quote using everything from this
chapter. As an example, we'll use the WebOké quote.
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Vioor: Bloemisterij Het Zonnetje, La.v. mevrouw J. Bakker

Datum: 22 oktober 2026 Offertenummer. WO-2026-1042

Beste mevrouw Bakker,

Hartelilk dank voor uw interesse in WebOké Cloud. Met Nextcloud en Euro-Office werkt uw
team veilig samen aan documenten, spr en pi met al uw geg in
Europa,

Omschrijving Aantal Prijs per maand
Nextcloud Max {1 TB opslag) 1 €9.95

Office Suite-licentie Euro-Office 5 €1250

Owerzetten bestaande bestanden 1 gratis

Totaal per maand €2245

‘Wij horen graag of u met deze offerte akkoord gaat. Met vriendelijke groet,
Team WehOké
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A quote with a logo in the header, a price table and company details in the footer

Step by step

1. Letterhead: put your logo in the header and your address, phone number and
website in the footer. That way, they appear on every page. See Headers, footers
and page numbers.

2. Title and details: type the title, the customer's name, the date and a number at
the top. Give the title the Title style or format it with a larger font in your brand
colour. See Formatting text: font, size, colour and alignment.

3. The prices: put the items in a table with columns for description, quantity and price.
Choose a table template with a coloured header row. See Inserting and formatting
tables.

4. Proofing: let the spelling check keep an eye out (red wavy lines) and check the
document language. See Language, spell checking and dictionary.

5. Sending: download the quote as a PDF, so it looks exactly the same for the

customer. See Download as docx, xIsx, pptx, odt or pdf and Printing and saving as
PDF.
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Creating a standard template

Do you create quotes or letters often? Then create a document with your letterhead once,
and save it in a Templates folder in your Nextcloud. For a new letter, open the template
and choose File and then Save Copy As. Choose DOCX, the folder and a new name.
Then open the copy and fill it in. This keeps the template itself empty. You can also copy
the template in Files: click the three dots next to the name and choose Move or copy.

Tip: share the templates folder with your colleagues (see Sharing a document with a
colleague). That way, everyone uses the same letterhead.

Euro-Office guide - www.weboke.nl 69 /298



WebOké

4.12 Printing and saving as PDF

Printing

1. Click the printer button at the top left, or press Ctrl + P (on Mac Cmd + P). You can
also go to File and then Print.

2. Euro-Office creates a printable version of your document and opens your browser's
print window.

3. Choose your printer, the pages and the number of copies, and click Print.

The print window comes from your browser, so it looks slightly different in Chrome, Edge,
Firefox and Safari. Nothing opening? Check whether your browser has blocked a pop-up
and allow pop-ups for your WebOké Cloud.

Saving as PDF

A PDF looks the same on every computer and phone, and the recipient can't easily change
it. That makes PDF ideal for sending a quote, letter or invoice.

1. Click File and then Download as.
2. Choose PDF. The file ends up in the Downloads folder on your computer.
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Would you rather keep the PDF in your Nextcloud? Then choose File and Save copy as,
choose PDF and the folder in your Nextcloud. The original document stays editable as
normal.

Tip: choose PDF/A if you want to keep the document for a long time, for example for your
records. That's a PDF format specially made for archiving.

Euro-Office guide - www.weboke.nl 71 /298



WebOké

Spreadsheets
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5.1 Working with cells, rows and columns

A spreadsheet is made up of cells in rows (1, 2, 3) and columns (A, B, C). Every cell has an
address: B5 is the cell in column B, row 5. In Euro-Office, you simply open xlsx files from

Excel and ods files from LibreOffice in your browser.
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« Name Box (1): the address of the selected cell. Type an address here such as F2 or
a range such as A1:F17 and press Enter to jump straight there.
« Formula bar (2): the contents of the cell. If the cell contains a formula, you'll see

the formula here and the result in the cell itself.

o Sheets (3): the tabs of the workbook at the bottom. Use the plus icon to create a
new sheet. See Managing sheets.

Typing and editing data

o Click a cell and type. Press Enter to move to the cell below, or Tab to move to the

cell on the right.

« Want to edit a cell without retyping everything? Double-click the cell or press F2.

e Press Delete to clear a cell.
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» Drag the small square in the bottom right corner of a cell to fill in the content. Type
"January" and drag it across, and Euro-Office automatically fills in February, March

and so on.

Selecting

e Click a column letter or row number to select the entire column or row.

e« Hold down Ctrl to select cells that aren't next to each other.

Inserting or deleting rows and columns

Press Ctrl + A to select everything.

Drag with your mouse, or hold down Shift and use the arrow keys, to select a range.

On the Home tab, click Insert cells (1) and choose Entire row or Entire column. Use
the button next to it to delete cells, rows or columns. Quicker way: right-click a row

number or column letter and choose Insert or Delete.
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Drag the line between two column letters to make a column wider. Double-click that line
and the column will become exactly as wide as the longest piece of text. Use Format on

the Home tab to set the row height and column width precisely.
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Tip: does a long piece of text not fit in a cell? Click Wrap text on the Home tab (or tick
Wrap text in the panel on the right), and the text will continue onto multiple lines within
the cell. Use Merge Center to turn a few cells into one wide cell, handy for a title.
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5.2 Formulas and functions: SUM, AVERAGE, IF
and VLOOKUP

With formulas, you let Euro-Office do the calculations for you. A formula always starts with
an equals sign (=). Change a number, and the formula recalculates instantly.
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The cell shows the result, the formula bar shows the formula

Calculating with cell addresses

In the budget, cell F4 contains the formula =B4+C4+D4-E4: revenue minus costs. Use +
to add, - to subtract, * to multiply and / to divide. Use brackets to set the order, for
example =(B4+C4)*1.21.

The most important functions

In English, Euro-Office uses the English function names, just like Excel in English. Separate
the parts of a function with a comma (,).

Function What does it do? Example
SUM Adds up numbers =SUM(B4:B15)
AVERAGE The average =AVERAGE(B4:B15)
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MIN and The smallest and largest number =MAX(F4:F15)

MAX

COUNT Counts cells containing a number =COUNT(D2:D17)

COUNTIF Counts cells that meet a condition =COUNTIF(C2:C17,"Nextcloud Max")

SUMIF Adds up values that meet a =SUMIF(C2:C17,"Nextcloud
condition Max",F2:F17)

IF Chooses based on a condition =|IF(F4>0,"profit","loss")

VLOOKUP Looks up a value in a table =VLOOKUP(H2,A2:F17,3,0)

Quick totals with the summation symbol

Place the cursor below a column of numbers and click the summation symbol
(Summation) on the Home tab. Euro-Office suggests a range for you; press Enter and
the total appears. Use the arrow to choose AVERAGE, MIN or MAX instead.

Looking something up with VLOOKUP

In the customer overview, we want to look up a package based on a customer name. In H2
we type the name, and in 12 the formula =VLOOKUP(H2,A2:F17,3,0). This means: look
up the value from H2 in the first column of A2:F17 and return the value from the third
column (the package). The 0 at the end means only an exact match counts. Use a 0 here
rather than the word FALSE: Euro-Office doesn't recognise it without brackets, and then
VLOOKUP will look for the nearest value, giving you an incorrect result without any error
message.
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The Formula tab (1) lists all functions by category: financial, logical, text, date and time,
lookup and reference, maths and more. Click a function and Euro-Office helps you fill in the

required parts.
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WebOké Cloud met Euro-Office

If you drag a formula down, the cell addresses shift along with it: B4 becomes B5, B6, and
so on. Want an address to stay fixed, for example a cell containing the VAT rate? Add dollar
signs: $H$1. While typing an address, press F4 to quickly add the dollar signs.

Tip: if you see #NAME? in a cell, Euro-Office doesn't recognise the function name. Check
the spelling. #N/A with VLOOKUP means the lookup value wasn't found. Use IFERROR to
show a friendly message instead: =IFERROR(VLOOKUP(...),"not found"). You can read more
about this in VLOOKUP returns #N/A: here's how to fix it. Euro-Office displays error values
using the English codes, just like Excel in English.
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5.3 Formatting numbers, dates and currency

A number can look many different ways: 12.5 or € 12.50 or 12.50%. The value stays the

same, only the display changes. This is called the number format.

Choosing a number format

1. Select the cells, for example the column with monthly amounts.
2. On the Home tab, click the format list (1) and choose, for example,
Currency, Accounting, Short date, Percentage or Text.
®
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Click the button with the currency symbol and choose € Euro. The buttons next to it let
you display numbers as a percentage or with a thousands separator, and let you add or

remove decimal places.
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WebOké Cloud met Euro-Office

Quickly choose a currency

Dates

Just type a date the way you normally would, for example 22-10-2026. Euro-Office
recognises it as a date, so you can calculate and sort with it. Choose Long date for 22
October 2026. Use the TODAY() function to put today's date in a cell, and =B2-A2 gives
you the number of days between two dates.

A custom format

Choose More formats at the bottom of the list. There you can create your own format, for
example with "pcs." after a quantity, or with a leading zero for postcodes and customer
numbers.

Please note: is a number aligned to the left of the cell and a formula doesn't calculate
with it? Then it's probably stored as text, for example after pasting it from another
program. Select the cells and choose the Number format, or use Text to Columns on the
Data tab.
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5.4 Conditional formatting

With conditional formatting, cells automatically get a colour when they meet a condition.
This way, high or low amounts, expired dates or duplicate values stand out straight away.

Adding a rule

1. Select the cells, for example the column with the number of users.

2. On the Home tab, click Conditional formatting (1). This is what conditional
formatting is called in Euro-Office.

3. Choose a type of rule and fill in the value.
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Rules, data bars, colour scales and icons
You can choose from, among others:

» Value is: greater than, less than, between, equal to;

« Top/Bottom and Medium: the highest or lowest values, or everything above or
below the average;

« Text and Date: for example everything with a certain word, or everything from last
month;

« Blank/Error: empty cells or cells with an error value;

« Duplicate/Unique: highlight duplicate or unique values;

- Data Bars, Color scales and Icon sets: a bar, a colour or an arrow that shows the
size of the value.
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balken: de lengte van de balk laat het aantal gebruikers zien

Data bars: the longer the bar, the more users

Adjusting or removing rules

Choose Manage rules from the menu. You'll see all the rules for the selection or the
whole worksheet, and you can adjust them, change their order or delete them. Use New
rule and then Formula to create your own condition, for example colouring an entire row
if the package is "Nextcloud Max": =$C2="Nextcloud Max". A worked-out example is
available in Colour the whole row when the invoice is paid. Use Clear rules to remove all
rules at once.
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5.5 Sort and filter

Sorting puts your data in a particular order, for example alphabetically by customer name.

Filtering shows only the rows you're looking for, for example all customers in Utrecht.
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Sort (1), filter (2) and custom sort (3) on the Data tab
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Click in the column you want to sort by and click Sort ascending (A to Z) or Sort
descending (Z to A) on the Data tab (or Home) (1). Euro-Office keeps the rows together:
the city and package move along with the customer.

Sorting by multiple columns

x

Click Custom sort (3). Use the buttons at the top of the window to add more levels, for

example first by city and then by customer name.
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Aangepast sorteren op meerdere kolommen WebOké Cloud met Euro-Office

Custom sorting by multiple columns

Filtering

1. Click in the table and click Filter (2). An arrow appears above each column.

2. Click the arrow for a column and tick what you want to see. For numbers and dates,
you can also choose conditions such as Greater than or Top 10.

3. The row numbers of filtered rows turn blue. Use Clear filter to see everything again.

Tip: at the bottom of the status bar, you'll see the sum, average and count of the selected
cells. When a filter is active, only the visible rows count towards the SUBTOTAL. Use
Remove duplicates on the Data tab to remove duplicate rows in one go.
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5.6 Creating charts

A chart shows at a glance how numbers relate to each other. As an example, we'll create a
chart of revenue per month.

Inserting a chart

1. Select the data, including the headings. In the example: the months and two
columns with revenue (A3:C15).

2. Go to the Insert tab and click Chart (1).

3. Choose a type: column, line, pie, bar, area, scatter, radar or a combination.
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Choose the chart type

Not sure which one to pick? Choose Recommended Chart and Euro-Office will suggest a
chart that suits your data.
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webOké Cloud met Euro-Office

The chart, with the chart settings on the right

Customising the chart

« Drag the chart to a different spot, or drag the corners to resize it.

o Click on the chart; on the right, in the chart settings (1), choose a different style, a
different type (Change type) or different data (Select Data).

» Click on the title or the legend to edit the text. Use Show advanced settings to
turn on axis titles and data labels, among other things.

If you change a number in the table, the chart updates straight away.

Tip: want a small chart in a cell, for example to show trends per customer? Use Sparkline
on the Insert tab.
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5.7 Pivot tables

With a pivot table, you can summarise a large list without writing formulas. For example:
how much revenue does each package generate? You simply drag the fields to the right
place yourself.

Creating a pivot table

1. Click in your list. The list must have headings and must not contain any blank rows.

2. On the Insert tab, click Pivot Table.

3. Check the range and choose whether the pivot table should appear on a New sheet
or on an existing sheet. Click OK.
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Creating a pivot table from the customer overview

Choosing fields

On the right, under Select fields, you'll see all the headings from your list. Tick the fields
you want to use. Text automatically goes under Rows, humbers under Values. Drag fields
between Filters, Columns, Rows and Values to rearrange the table.
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The sum of the monthly amount per package

« Under Values, click the field to choose between Sum, Number, Midpoint, Max or
Minus.
« On the Pivot Table tab, you can choose the layout and a style, and turn totals on or

off.
» Pivot tables don't recalculate automatically. Changed the list? Then click Refresh on

the Pivot Table tab.

Tip: with Slicer on the Insert tab, you get buttons to quickly filter the pivot table, for

example by location.
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5.8 Managing sheets

A spreadsheet (workbook) can have multiple sheets, like tabs in a folder. For example, one
sheet per month, or a sheet with data and a sheet with the calculations.

« Click the plus sign at the bottom to add a new sheet.
» Click the name of a sheet to go to it.
» Drag a sheet left or right to change the order.

Right-click a sheet (1) for more options: Insert, Delete, Rename, Move or copy, Hide,
Protect and choose a Tab color.

ese & demo.webokecloud.nlfindex. phpfappsffiles/?dir=/WebOkéaopenfile=true web® ke

estand tart  Invoegen ekenen agina-indeling ormule qQ king g Klantenoverzicht WebOké xisx &, Delen Q
B S Tek P: del Fi | 5 ki B | | ht WebOl 2 I o+ *

7 Mieuw @ —‘ 100% 5 B E Formule balk (%) Rasterfijnen ¥ We k altijd weergeven 7| Linker zijbalk B. [E Macro opnemen

Zoomen v v v Koppen #| Nullen weergeven (¥ Blad- en statushalken samenvoegen (] Rechter paneel

+  fx Bloemisterij Het Zonnetje < vullen

4 A ] (= (1] E F G H 1 I Geen vulling
1 Klant - Plaats ~ Pakket ~ Gebrulkers - Klantsinds - Maandbedra - Zoek klant Pakhet
3 | Bloemisteri] Het Zonnetje [amsterdam  Mestcloud Personal 31122018 €495 Kapsalon bMestcloud Personal T Randstijl
3 Bakkeri] van Difk nrecht Hextcloud Family 01-02-2020 €1245 i - -
4 Fietsenmaker De Spaak Haarlem Mextcloud Max 02-03-2021 €19,95
5 Kapsalon Knip Leiden Hextcloud Personal 03-04-2022 €1245 Selecteer de randen die u wilt
& Architect Vermeer Aalsmeer Mextcloud Family
7 Tandarts Smit Zwolle Hextcloud Max
8 Boekhandel De Latter Gouda Mextcloud Personal
¥ 9 sportschoal Fit Defft Hextcloud Famity
10 Notaris De Vries Amsterdam  Mextcloud Max
11 Kinderopvang Pret Utrecht Mestcloud Personal
12 Garage Jansen Haarkem Mextcloud Family
13 Hotel De Haven Leiden Nextcloud Max
14 Restaurant Het Anker Aalsmesr Hextcloud Persanal
15 Fotostudio Licht Zwolle Nextcloud Famity
16 Advocaat Bos Gouda Hextcloud Max
17 Schilder Mulder Delft Mextcloud Persanal

18
19 Tekstbehear

04-05-2023 €9.95 wijzigen door de hierboven
05-06-2024 €17,45 gekozen stijl toe te passen

06-07-2025 €995 H ol
07-08-201% 17,45 £
OB-IS-2020 £14,95

09-10-2021 €745

10-11-2022 €14.95 Inspringen

111122023 €22.45

12-01-2024 €4,95

] £12.45 Tekstoriéntatie
14032019 €19,95

15-04-2020 £12.45 Hoek 0 °

m*ﬂ'ﬂ“"#rm"-ﬁ

I

BiwasnwBuswbBuseBysew

7] Tekstterugloop

"} Verkiein om te passen
g Conditionele opmaak. ~

Invoagen
Verwijderen
Hemoemen

Verplastsen of kopidren
Verbergen

Beveiligen

e o o N e e T
FEREBERBYBRERBRE

Tabkleur

o‘.\u Alle bladen

—e—
Klanten Alle wijzigingen zijn opgeslagen

£ 8

Right-click a sheet to manage it

Calculating with another sheet

In a formula, you refer to a cell on another sheet using the sheet's name followed by an
exclamation mark: =Expenses!B10. If the name contains a space, put it in single
quotation marks: ='Expenses 2027'!B10. The easiest way: type = and then click the
other sheet and the cell.

Tip: find a step-by-step guide to creating an overview that totals data from multiple sheets
in A total overview from multiple worksheets: expenses, income and balance.
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5.9 Freezing rows and columns

In a long list, headings disappear from view as you scroll down. Freeze the top row so the
headings always stay in place.

1. Go to the View tab.

2. Click Freeze panes (1).

3. Choose Freeze top row for the top row, or Freeze first column for the first
column.
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Want to freeze several rows and columns? Click in the cell below and to the right of the
part that should stay in place, then choose Freeze panes. For example, if you click in B2,
row 1 and column A will stay in place.

To undo this, open the same menu again and choose the option to unfreeze.

Tip: freezing only applies to the screen. Want the headings on every printed page too?
Use Print titles on the Layout tab.
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5.10 Data validation and drop-down lists

With data validation, you decide what can be entered in a cell. This helps prevent
mistakes, such as a typo in a package name. A drop-down list is the handiest option: the
user picks from a fixed set of values.

Creating a drop-down list

. Select the cells, for example the Package column.

. On the Data tab, click Data Validation.

. Under Allow, choose List.

. In the Source field, type the options separated by semicolons: Nextcloud
Personal;Nextcloud Family;Nextcloud Max. Or refer to cells that contain the options,
for example =$K$2:$K$4.

5. Click OK. Each cell now shows an arrow with the available options.
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Data validation: decide what can be entered in a cell

Other rules

Under Allow, you can also choose Whole number, Decimal, Date picker, Time or Text
length, with a minimum and maximum. This way, you can prevent things like a negative
number or a date in the future.
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On the Input message tab, you can add an explanation that appears when someone
selects the cell. Under Error alert, you decide what happens if someone enters something
incorrect: block the entry, show a warning, or just provide information.

Tip: you can create a tick list even faster using Check box on the Insert tab. See A
checklist with check boxes in a spreadsheet.
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5.11 Importing and exporting CSV files

A CSV file is a simple text file containing data, separated by a comma or semicolon. You
might get one as an export from your accounting software, online shop or bank.

Opening a CSV file

The easiest way: put the CSV file in your Nextcloud and click on it. Euro-Office will ask how
the data is separated (comma, semicolon, tab) and which character set the file uses.
Choose UTF-8 if letters such as é and é aren't displayed correctly.

Putting CSV data into an existing spreadsheet

1. Click the cell where the data should start.

2. On the Data tab, click Get Data (1).

3. Choose From Local TXT/CSV for a file on your computer, or From TXT/CSV Web
Address.

4. Choose the separator and check the preview. Click OK.
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Getting data from a TXT or CSV file
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Splitting text into columns

Is all your data in one column, for example "Jansen;Utrecht;12,50"? Select the column and
click Text to Columns on the Data tab. Choose the separator and the data will be neatly
split into separate columns.

Saving as CSV

Click File, then Download as and choose CSV. A CSV file only keeps the values of the
current worksheet: no formatting, no formulas and no other worksheets. So always save
your work as xIsx as well.
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Download as xlIsx, ods, csv or pdf

Note: do leading zeros disappear (postcode 0123 becomes 123) or are long numbers such
as an IBAN displayed oddly? First give the column the Text format and import again. See
also Keeping the leading zero in a phone number or postcode and Opening a CSV file with
semicolons and strange characters correctly.
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Presentations
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6.1 Adding, moving and deleting slides
In the presentation editor, you create and edit presentations, including pptx files from

PowerPoint. On the left is the slide overview with small previews of all your slides (1), and
in the centre is the slide you're working on.
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The slide overview on the left (1), Add slide at the top (2) and the slide in the centre (3)

Adding a slide
On the Home tab, click Add slide (2). The new slide is added after the slide you've

selected. Click the arrow under the button to choose the layout straight away, for example
Title and object or Two content.
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Adding a new slide: choose the layout

Shortcut: Ctrl + M adds a new slide.

Moving, duplicating and deleting slides

« Move: drag a slide in the slide overview to a different spot.

» Duplicate: right-click the slide and choose Duplicate slide. Handy if the next slide
looks almost the same.

» Delete: select the slide and press Delete, or choose Delete slide from the menu.

» Hide: want to keep a slide but not show it while presenting? Choose Hide slide
instead.
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Oké Cloud met Eura-Office

Tip: hold Ctrl to select multiple slides, or Shift for a range. Then you can move or delete

them all at once.
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6.2 Layouts and themes

The layout of a slide

A layout determines which placeholders appear on a slide: just a title, a title with text, two
columns, a comparison, or a blank slide. On the Home tab, click Change slide layout (1)
and choose a different layout. Any text already there stays in place.
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De lay-out van een dia wijzigen WebOké Cloud met Euro-Office

Changing a slide's layout

Choosing a theme

A theme gives your whole presentation the same background, colours and fonts in one go.
Go to the Design tab and click a theme (1).
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WebOké Cloud met Euro-Office

Themes (1), colour scheme (2) and slide size (3) on the Design tab

With Colors (2) you can choose different colours for the same theme. With Slide size (3)
you can choose between Widescreen (16:9), the format used by modern screens and
projectors, and Standard (4:3).
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Choose a colour scheme

The background of a slide

Click an empty spot on the slide. On the right, in the Slide settings, choose a background
colour, a gradient, or an image. Click Apply to All Slides to give all slides the same
background.

Your own house style in the slide master

Want your logo on every slide, or fixed fonts and colours for your whole organisation? Go
to the View tab and click Slide Master. An extra Slide Master tab appears. Whatever
you change on the top slide (the master slide) applies to every slide; whatever you change
on a layout below it applies only to slides with that layout. You can find an example in
Adding the logo to all slides at once. Click Close Master to go back.

Tip: save a presentation with your house style in a Templates folder in your Nextcloud. For
a new presentation, open it and choose File and Save Copy As. Want to switch from 4:3
to widescreen? Read Converting an old 4:3 presentation to widescreen 16:9.
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6.3 Text, images, shapes and tables on a slide

On the Insert tab, you can add all sorts of things to a slide: a table (1), a picture (2), a
shape (3), SmartArt (4), a chart (5) and a text box (6).
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Everything you can put on a slide

Text

Click in a text box that says "Click to add text" and start typing. Want text somewhere
else? Click Text Box and drag a box onto the slide. Formatting works just like in the word
processor: font, size, colour, bullet points. See Formatting text: font, size, colour and
alignment.

Images

Click Picture and choose a file from your computer, a web address or a picture from your
Nextcloud. You can also drag a picture onto the slide. Use the dots on the corners to resize
it; use the panel on the right to crop it.

SmartArt

With SmartArt, you can create a clear diagram in just a few clicks: a list, a process with
arrows, a cycle, a hierarchy such as an organisation chart, or a pyramid. You only type the
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text, Euro-Office takes care of the shapes.
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Ready-made diagrams, lists and processes

Shapes, tables and charts

- Shape: choose an arrow, star, speech bubble or another shape and drag it onto the
slide. Double-click to add text to it.

» Table: choose the number of rows and columns. Pick a style on the right. See
Inserting and formatting tables.

« Chart: choose a chart type and enter the numbers. See Creating charts.

Aligning objects neatly

Select a few objects (hold down Shift) and on the Home tab, use Arrange shape and
Align shape to set how they're positioned relative to each other. On the View tab, turn on
Guides and Gridlines to line up objects at the same height.
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6.4 Transitions and animations

A transition is the effect between two slides, such as fading or sliding. An animation is
an effect on a single element of a slide, for example a bullet list that appears line by line.
Use them sparingly: a calm presentation is more pleasant to follow.

Choosing a transition

1. Select the slide in the slide overview.

2. Go to the Transitions tab and choose an effect (1), for example Fade, Push or
Morph.

3. Use Options (2) to choose the direction, and Duration (3) to set how long the effect
takes.

4. Click Preview (4) to view it, or Apply to all slides (5) to use the same transition
throughout the presentation.
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Effect, options, duration, preview and apply to all slides

Tip: with Morph, elements appear to move from one slide to the next. Duplicate a slide,
move or resize something on the copy, and choose Morph as the transition.

Adding an animation

1. Click the text or object that should move.
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2. Go to the Animation tab and choose an effect (1). Use Show more effects to see
all entrance, emphasis and exit effects.

3. Use Options (2) to choose, for example, whether a bullet list appears paragraph by
paragraph.

4. Under Start (3), choose when the effect begins: On Click, With Previous or After
previous. Use Duration (4) to set the speed.

5. Click Preview (5) to see it.
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Choose an effect for the selected text

If a slide has multiple animations, you'll see small numbers next to the elements. Use
Bring Forward and Send Backward to change the order.
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6.5 Presenting and Presenter View

Starting the slideshow
On the Home tab, click the arrow next to the Start slideshow button (1) and choose:

« Show from Beginning: starts at the first slide (shortcut Ctrl + F5, on Mac Cmd +
sShift + Enter);

« Show from Current Slide: starts at the slide you've selected;

« Show Presenter View: the audience sees the slide, while you also see your notes
and how long you've been presenting.
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Presenting: from the beginning, from the current slide, or with Presenter View
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Veilig samenwerken met Nextcloud en Euro-Office

Jt ¥ e

The slideshow in full screen

While presenting

What Key

Next slide or animation Space, Enter, Right Arrow, Page Down or click
Previous slide or animation Left Arrow or Page Up

Go to the first or last slide Home or End

Stop Esc

At the bottom of the screen, there's a bar you can also use to navigate, pause and select a
slide.

With Show settings in the same menu, you can, for example, set the presentation to loop
continuously. See Making a presentation loop continuously (trade fair, waiting room, shop
window).

Note: in some browsers, Ctrl + F5 reloads the page. If that happens, use the Start
slideshow button instead.
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Speaker notes

Below each slide, there's a box labelled Click to add notes. Type what you want to say
there. The audience won't see your notes, but you will see them in Presenter View. Can't
see the box? On the View tab, tick Notes (1).

[ X X & demo.webokecloud.nlfindex. php/apps/files/?dir=/WebOké&openfile=true web? ke

[0 Bestand Stat  Invoegen Tekenen Ontwerp  Owvergangen  Animatie  Samenwerking  Weergave Presentatie WebOke Cloud 2027 pptx Boeen % Q@ X

EQ B 82% [ Aanpassen aan dia e (=) Notities ) FR ~| werkbalk altijd weergeven (=] Linker zijbalk E Fa Macro opnemen

Thema van
prface

g  Mormaal Dlamodel o men [1 Aanbreedte aanpassen  ga mind

&n ¥ Statusbalk ~| Rechterdeslvenster

Waarom Euro-Office? web< ke

* Europees en open source
‘e Word, Excel en PowerPoint zonder gedoe
* Samen tegelijk werken

Kllk om notitles toe te voegen

(1 - Dia2vand English - United States ~ 6 [E B2 [ Zoomen 82% +

Speaker notes below the slide

Note: Presenter View opens in a new window. If your browser blocks it, allow pop-ups for
your WebOké Cloud. Presenting with a projector? Set your screen to extend (not
duplicate), then drag the window with the slide to the projector.
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6.6 Saving a presentation as PDF or PPTX

Euro-Office automatically saves your presentation in the format you opened it in, for
example pptx. Want a different format? Click File and then Download as.

eve & demo.webokecloud.nlfindex. phprapps/files/7dir=rwebOkétopenfile=true

0 &estand Start Invoegen Tekenen Ontwerp Qvergangen Animatie Samenwerking Weergave Presentatie WebOke Cloud 2027.pptx

< Menu shuiten
Downloaden als

Nieuw maken

Downloaden als B B

Kopie opslaan als

Afdrukken a
PDF/A l

(i) info over presentatie

1) Versle geschiedenis
Toegangsrachten

B a S

Bastand sluitan

I Geavanceerde instellingen

(@ Functie voorstellen

Downloading a presentation as pptx, odp, pdf or images

« PPTX: for PowerPoint. Choose this if you're sending the presentation to someone
who uses PowerPoint.

o ODP: for LibreOffice Impress and other open-source programmes.

« PDF: to send or print the presentation. The recipient sees it exactly as you do, but
can't change anything. Animations and transitions aren't included.

« PPSX: a PowerPoint slideshow that starts presenting straight away when you open it.

« POTX or OTP: as a template for new presentations.

» JPG or PNG: each slide as an image, for example for social media or a website.

With File and Save Copy As, you save a copy in a different format in your Nextcloud
instead of on your computer.
Printing as a handout

Click File and then Print (or Ctrl + P). This prints the slides as they appear on screen.
Want multiple slides per page? Choose that in your browser's print window, or download
the presentation as PDF first.
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Pdf
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7.1 Viewing a PDF

Click a PDF in your WebOké Nextcloud and it opens straight away in Euro-Office. You don't
need to install anything and the file simply stays in your Nextcloud.

eoe @ demo.webokecloud.nlfindex. php/apps/files/7dir=/webokéaediting=false&openfile=true
Aanmeldformulier WebOké.pdf

[ Bestand Start  Opmerkin amenwe Aanmeldformulier WebOké. pdf (=) opmerkingen plaatsen *

Aanmeldformulier WebOké Cloud

Naam

Bedrijf

E-mailadres

Telefoon |

Aantal gebruikers |

Gewenst pakket |Nextc|0ud Max

D Ja, ik wil Euro-Office (Office Suite-licentia)

Een pdf bekijken in Euro-Office

On the left the page thumbnails (1), bottom right the zoom controls (2) and top right the mode (3)

Browsing and zooming

» Click Page thumbnails (1) on the left for small previews of all the pages. Click a
page to jump to it.

« On the Home tab, use the arrows to browse to the previous or next page, or type a
page number.

« Zoom in and out at the bottom right (2). With Fit to page you see a whole page,
with Fit to width the page fills the width of the screen.

« Use the magnifying glass on the left to search for text in the PDF.

Three ways of working
At the top right (3) you choose how you work with the PDF:

« Viewing: read only, and fill in forms;
« Commenting: highlight, add comments, drawings and stamps, see Annotations,
highlights and comments in a PDF;
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« Editing: adjust text and images, add pages, create form fields and redact data, see
Editing a PDF.

You can also switch to Editing mode with the Edit PDF button on the Home tab.

Tip: prefer reading in the dark? On the View tab, choose a dark interface theme or Dark
document.

Euro-Office guide - www.weboke.nl 113/298



WebOké

7.2 Annotations, highlights and comments in a
PDF

On the Comment tab, you can add annotations to a PDF, just like using a pen and
highlighter on paper. Handy for reviewing a quote, contract or design.

[ L X ] @ demo.webokecloud.nlfindex.php/apps/files/?dir=/wWebOkéaediting=false&openfile=true
Aanmeldformulier WebOké.pdf

B Bestand Start Opmerking Samenwerking Beeld Aanmeldformuliar WebOké. pdf [E] opmerkingen plaatsen -

e
POF Hand Selecteren  Opmerking Tekstopmerking o i Gum

& ) B n Is = = b § b b A5 QO [ & Opmerkingen tonen

= | 6 % bewerken

web< ke

Aanmeldformulier WebOké Cloud

Naam [Ane de Groot

Bedrijf |Bioemisler%j Het Zonnetje

E-mailadres |an ne@hetzonnetje.nl

Teletoon |

Aantal gebruikers |

Gewenst pakket |Nextc|oud Max

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

Comment (1), text comment (2), highlight (3), draw (4), stamp (5) and shapes (6)

The tools

« Comment (1): a note at a spot in the PDF. Your colleagues can see it and respond to
it.

 Text Comment (2): text placed directly on the page, or a speech bubble with an
arrow.

« Highlight, Strikethrough and Underline (3): select text in the PDF and choose the
colour.

» The pens (4): draw freely with a pen or highlighter. Use the Eraser to remove it
again.

o Stamp (5): place a stamp such as APPROVED or CONFIDENTIAL on the page.

« The shape (6): a rectangle, circle, arrow or line to point something out.
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L L X @ demo.webokecloud.nlfindex.php/apps/files/7dir=/WebOké&editing=false&openfile=true
Aanmeldformulier WebOké.pdf
B Bestand Stait Opmerking Samenwerking Aanmeldiormulier WebOké. pdf [E] opmerkingen plaatsen =

Ll - [ = [ £ 51 A B oA S O ] ¥| Opmerkingen tonen
- .- POF Hand Selecteren  Opmerking Tekstopmerking Gum  Stempel —
= 2 i bewerker U -

APPROVED

RECEIVED

Web': vke [ REVIEWED
REVISED !

Aanmeldformulier WebOké Cloud

Naam [Ane de Groot [CowrETn]

[ conFiDENTIAL |

m oD

Bedil [Bloemisterij Het Zonnetje

FINAL

FOR COMMENT

E-mailadres [anne@hetzonnetje.n|

| FOR PUBLIC RELEASE
Teletoon | )

Aantal gebruikers |

Gewenst pakket |N9XtC|0Ud Max

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

soedgekeurd of Vertrouwelijk

Placing a stamp

Viewing and replying to comments

Click the speech bubble icon on the left to see all comments listed below one another.
Click a comment to jump to it, to reply, or to mark it as resolved. Use the Show
Comments checkbox to hide the comments from view for a moment.

Please note: annotations are saved within the PDF itself. They remain visible even if you
download the PDF and open it in another programme.
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7.3 Filling in a PDF form

Did you receive a PDF with fillable fields, for example a registration form? Then simply fill it
in in Euro-Office, without printing or scanning.

1. Open the PDF in your WebOké Nextcloud.

2. Click in a field and type. Use Tab to go to the next field, and Shift + Tab to go back.
3. For a drop-down list, choose a value from the list, and click a checkbox to tick it.

4. Euro-Office automatically saves your input in the PDF.

@8 @ @& demowebokecloud.nlfindex.php/appsffiles/?dir=/Webokéaediting=false&openfile=true
Aanmeldformulier WebOké.pdf
[ Bestand Start Opmerking Samenwerking  Beeld Aanmeldformuliar WebOké. pdf [E] Bpmerkingen plaatsen =

& B B ) =t 11

, POF Hand Selecteren
= it bewerken Zoomen [ Aan breedte aanpassen

webZ ke

y 4 om o D

Aanmeldformulier WebOké Cloud

[Anne de Groot

Badit [Bloemisterij Het Zonnetje

E-malladres [anne@hetzonnetje.nl

Teletoon |

Aantal gebruikers |

Gewenst pakket |NeXtC|OUd Max

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

Filling in a PDF form: click in a field and type

Sending the completed form

Download the completed PDF via File and Download as, and send it as an attachment.
Or share it directly from your Nextcloud with a link, see Creating a public link (view or
edit).

Tip: does the PDF have no fillable fields, for example a scanned form? Then use the Text
Comment on the Comment tab to place text in the right spot.
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7.4 Creating a PDF Form

In Euro-Office, you can also create your own fillable form, for example a registration form
or a customer questionnaire. You start with a PDF, or create a new PDF form in Nextcloud

via New.

1. Open the PDF and select Edit mode in the top right.

2. Go to the Forms tab (1).

3. Choose a field and click on the spot in the PDF where it should go. Drag the edges to
make the field larger or smaller.

4. On the right, set up details for each field, such as the name, a Placeholder (the grey
sample text), a Tip, whether the field is Required, and the formatting.

L L Y @ demo.webokecloud nlfindex. phpfapps/files/7dir=/webokéaediting=false&openfile=true

[ Bestand Start Invoegen Formulieren  Redigeren  Opmerking

El H B a

I

POF Hand Selecteren  Tekstvak Keuz szelijs

= i bewerken

e

Aanmeldformulier WebOké.pdf

Aanmeldformulier WebOké. pdf

& I |

t Checkbox Radial Afbeelding E-mailadres Talef: wmer Datum & Postcode Credit
a Tid Card

Aanmeldformulier WebOké Cloud

Bedrijf
E-mailadres
Teletoon

Aantal gebruikers

Gewenst pakket

Adding form fields on the Forms tab

Types of fields

[Ane de Groot  mm

[Bloemisterij Het Zmmnetie

[anne@hetzonnetimn|

[Nextcloud Max mmm

m Ja, ik wil Euro-Office (Office Suite-licentie)

[=) Bewerken

Field What it's for

Text box Free text, such as a name or comment

Combo box Choosing from fixed values, such as a package. There are two Combo
box buttons: a drop-down list and a list where the choices are shown
directly.

Checkbox A box to tick
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Radio button Exactly one choice from a few options
Image A spot for a photo or logo
Email Address, Phone Fields that check whether the entry is correct

Number, ZIP Code
Date & Time Choosing a date from a calendar

Credit Card A field for a card number

Tip: give related fields a clear name, such as "name", "company" and "email". That way,
you can easily process the submitted data later.
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7.5 Editing a PDF

Choose Edit mode at the top right, or click Edit PDF on the Home tab. Extra tabs will

appear: Insert, Forms and Redact.

Adjusting text and images

Click Edit Text on the Home tab and click in the text of the PDF. You can now type and
make corrections, just as in a regular document. Click on images to move, resize or delete

them.

Insert

On the Insert tab (1), you add new elements to the PDF: a blank page (Blank Page), a

table, a text box, an image, shapes, a chart or a hyperlink.

eoe @ demo.webokecloud.nlfindex. php/apps/files/7dir=/webokéaediting=false&openfile=true

Aanmeldformulier WebOké.pdf

B Bestand Start Inveegen Formulieren  Redigeren  Opmerking Samenwerking Beeld Aanmeldformulier webOké. pdf

POF Hand Selecteren Lege Tabel Tekstvak Tekst Afbeelding SmartArt Grafiek £ ¢d0IC]
bewerken pagina - - - Art~ E v .

web< ke

Aanmeldformulier WebOké Cloud

2= ) [ (& i=i] m A = iz al OO GEd=_

Hyperlink  vergelijking

Naam [Ane de Groot  mm

Bedrif [Bloemisterij Het Zmmnetie

E-mailadres [anne@hetzonnetimnl

Telefoon | el oo

Aantal gebruikers I februskers|

Gewenst pakket |Ne xtcloud Max TEE

m Ja, ik wil Euro-Office (Office Suite-licentie)

Inserting text, images, shapes and pages

Managing pages

Click Page Thumbnails on the left. Drag a page to another spot to change the order.

Right-click a page to rotate it, delete it or add a page. On the Home tab, you'll also find the
buttons Insert Page, Rotate Page and Delete Page for this. You can read more about

this in Rotating, deleting or merging PDF pages.
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Hiding sensitive information

Do you need to share a PDF that contains a national insurance number, bank account or
address that others shouldn't see? Use the Redact tab (1). Drawing a black box over it
isn't enough: the text remains in the file. Redacting really removes it.

a0 e & demo.webokecloud.nlfindex. php/apps/files/?dir=/WebOké&editing=false&openfile=true

B Bestand
=

=

Start  Invoegen

B

FOF
bewerken

Formulieran

a

[z

Hand Selectere

Aanmeldformulier WebOké.pdf

Redioeren  Opmerking samenwerking Aanmeldformulier WebOké. pdf = Bewerken ~

T 7

&= 7]
Markeren voor  Pagina's  Zoeken en
redactie redigeren - redigeren

web< ke

Aanmeldformulier WebOké Cloud

[Ane de Groot  mm

Bedrif [Bloemisterij Het Zmminetje

E-malladres lanne@hetzonnetimn|

Teletoon | el oo

Aantal gebruikers I februkes|

Gewenst pakket iNeKlC|OUd Max EE

m Ja, ik wil Euro-Office (Office Suite-licentie)

chtbaar maken op het tabblad Aedigeren

Hiding sensitive information on the Redact tab

1. Click Mark for Redaction and select the text or area that needs to go. Use Find
Redact to find, for example, every occurrence of a name; use Redact Pages to
black out entire pages.

2. Check your markings.

3. Click Apply Redactions. The marked information is now permanently removed.

Please note: once you've applied and saved the redactions, you can't retrieve the
redacted information anymore. If needed, save a copy of the original first via File and
Save Copy As. Redacting helps you comply with data protection regulations when sharing
documents containing personal data. A detailed example can be found in Making sensitive

data invisible in a PDF.

Tip: do you want to further edit the text of a PDF in the word processor? Then read
Converting a PDF into an editable Word file.
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Collaborating
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8.1 Working on a document at the same time

With Euro-Office in your WebOké Nextcloud, you and your colleagues can work in the same
document at the same time. You see live what the other person is typing. No more
emailing versions back and forth and no more "who has the latest version?": there's just
one document, safely stored in your own WebOké Cloud.

[ & demo.webokecloud.nlfindex. php/apps/files/7dir=/WebOké&openfile=true

web ke

Bestand

Start

Invoegen

Tekenen

Pagina-indeling  Verwijzingen  Samenwerking  Bevefliging  Beeld

lofferte WebOké Cloud

Voor: Bloemisterij Het Zonnetje, Lav. mevrouw J. Bakker

Daturm: 22 oktober 2026 Offertenummer: WO-2026-1042

Beste mevrouw Bakker,

Hartelijk dank voor uw interesse in WebOke Cloud, Met Nextcloud en Euro-Office werkt uw
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in
Europa.

Omschrijving Aantal Prijs per maand

Nextcloud Max {1 TE opslag) 1 €995

Samenwerken voarb

1=« 9 -

[ SA0 S O )

¢ Bewerken ~

@

Kop & Kop 5 Kop 4

Bpelen % Q@ X

Regelafstand

Meerdere 1.25

Afstand tussen alinea's

Voor Ma

0em T 028em [

| Geen interval toevoagen
tussen alinea’ z
stijl

Inspringen

Links

oem

Speciaal

{geen) Dem
="« Achtergrondkleur

Geavanceerde instellingen
tonen

Office Suite-licentie Euro-Office 5 €1250

Overzetten bestaande bestanden 3 gratis

Totaal per maand €2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendelijke groet,
Team WebOké

Planning: we zetten de bestanden in de MEJ

Lisa is typing along: Anne sees her text and cursor appear instantly

How to work together in one document

Nederiands - Nederland

@m v~ 8

1. Share the document with your colleague and give them editing rights. You can read
how to do this in Sharing a document with a colleague.

2. Open the document. Your colleague opens the same document from their own
Nextcloud. A shared file appears for the recipient in All files and under Shares.

3. Just start working. Whatever your colleague types appears on your screen. Your
colleague's cursor gets its own colour, along with their name.

Who's working with you?

If someone else is in the document, you'll see a button with people icons and the number
of people (1) at the top right of the editor. Click it: under Users who are editing the file
you'll see the names of everyone who has the document open.
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ece demo.webokecloud. nlfindex.php/appsfiles/?dir=/WebOké&openfile=true
phpfapg F

web:

B Bestand  Start  Invoegen Tekenen  Pagina-indeling  Verwijzingen Samenwerking Beveiliging Beeld Samenwerken voarb

= R
) Lijstalinea Sterk Kop 6

1120 1300 14y 15 | BRI AR

Offerte WebOké Cloud

Voor: Bloemisterij Het Zonnetje, Lav. mevrouw J. Bakker

@ 4 m

Datum: 22 oktober 2026 Offertenummer: WO-2026-1042

Beste mewouw Bakker,

Hartelijlc dank voor uw interesse in WebOke Cloud, Met Nextcloud en Euro-Office werkt uw
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in
Europa.

Omschrijving Aantal Prijs per maand

Nextcloud Max (1 TB opslag) 1 €995

Office Suite-licentie Euro-Office 5 €1250

Overzetten bestaande bestanden 1 gratis

Totaal per maand €2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendeljke groet,
Team WebOké

Planning: we zetten de bestanden in de week van 9 november over)

Pagina 1van1 5 Aantal woorden

Wie heeft het document open?

Nederlands - Nederland

Z Bewwkzo @) Moneen & O @

Gebruikers die het bestand bewerken:

op 5 @ Anne de Groot

) Lisa de Wit

Meerdere »  1.25
Afstand tussen alinea's
Voor Na
ocm o p2Bem D
7} Geen interval toevoegen
tussen alinea's met dezelfde
stijl
Inspringen
Links
oem
Speciaal
{geen)

» Achtergrondkleur

Geavanceerda instellingen
tonen

Click the button with the number of users at the top right: you'll see who has the document open

Saving

You don't need to save anything: in the default Fast mode, all changes are saved
automatically. Would you rather decide for yourself when the other person sees your
changes? Then choose Strict mode, see Fast or Strict: the two co-editing modes.

Tip: collaborating works the same way in spreadsheets and presentations. In a

spreadsheet, you can also see which cell a colleague has selected.

b

Please note: if your colleague doesn't have editing rights, the document will only open

for reading. You can adjust the rights in the file's sharing sidebar.

To discuss things while you work, use comments (Commenting and mentioning someone)

or the chat (Chatting in the document).
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8.2 Fast or Strict: the two co-editing modes

Euro-Office has two ways of editing together. You choose between them on the
Collaboration tab with the Co-editing Mode button (1).

[ ] & demo.webokecloud.nlfindex. php/appsifiles/7dir=webOkégsopenfile=true web: ke

B Bestand Start  Invoegen Tekenen  Pagina-indeling  Verwijzingen Samenwerking  Bevelliging  Beeld Samenwerken voarb & Bewerken = (2) & Delen a @ x

=l e = |

&h L= e = Fe T ‘D = =)

W en Weergavemodus Naar vorige Naar volgende Accepteren Afwijzen
B wijziging wijziging v

o Delen Modus Gezamenlijk O
5 bewerken - ta

+ snal
3 TR 0 Regelafstand
Meerdere ~ 1.25

Afstand tussen alinea's
voar

Strikt
Gebruik de 'Opslaan’ knop
om de wijzigingen van u en dcm
andera te synchroniseran .
Seen int BevoRgen

bfferte WebOké Cloud hassen alinea‘s met dezelde

Voor: Bloemisterij Het Zonnetje, Lay. mevrouw J. Bakker Inspringen

Datum: 22 okiober 2026 Offertenummer: WO-2026-1042 Linky - Rechts
ocm T oem
Speciaal

Beste mevrouw Bakker, {geen) ocm

Hartelijk dank voor uw interesse in WebOke Cloud, Met Nextcloud en Euro-Office werkt uw -
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in
Europa.

« | Achtergrondkleur

Geavanceerde instellingen

tonen

Omschrijving Aantal Prijs per maand
Nextcloud Max (1 TB opslag) 1 €995

Office Suite-licentie Euro-Office 5 €1250

Overzetten bestaande bestanden : gratis

Totaal per maand €2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendelijke groet,
Team WebOké

Planning: we zetten de bestanden in de week van 9 november over)

Paginalvanl = Aantal woorden Nederiands - Nederland & [ #« B [ [ — Zoomen 100% -+

Modus Gezamenlijk bewerken: Snel of Strik

Choose Fast or Strict under Co-editing Mode

Mode What happens Useful when

Fast You see other people's changes straight away, as they  you're writing a text

(default) type. Everything is saved automatically. together or filling
something in together
during a meeting.

Strict Your changes only become visible to others when you you want to calmly write
click Save. You also only see other people's changes your own chapter without
at that point. You can't edit a paragraph at the same the text shifting
time as a colleague who's working on it. underneath you.

How to switch modes

1. Go to the Collaboration tab.
2. Click Co-editing Mode (1).
3. Choose Fast or Strict.
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In Strict mode, click the Save button at the top left when you've finished a section. Your
own changes are then sent to the others and you immediately see their new text.

You can also set the mode via File and then Advanced Settings, under Co-editing
Mode.

Please note: if you're in Fast mode with several people in a document, Undo and Redo
work in a limited way. You can only undo your own changes, not someone else's. If you
want to revert something a colleague did, use the version history instead (Version History:
restoring an older version).
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8.3 Commenting and mentioning someone

With a comment, you can add a question or note to a piece of text without changing the
text itself. Ideal for giving feedback or asking a colleague something.

Adding a comment

1. Select the text the comment is about.

2. Go to the Collaboration tab and click Add Comment (1). You can also right-click
the text and choose Add Comment.

3. Type your comment in the box and click Add (2).

[ X ¥ | 8 demo.webokecloud. nlfindex. php/apps/ffiles/7dir=/WebOkégopenfile=true

web ke

B Bestand Start Invoegen Tekenen Paginadindeling  Verwiizingen Samenwerking Beveiliging Beeld Samenwerken voarb & Bewerken ~ {2) Spelen ¥ QA @ X

me¥ 8 G % B B v B 8 3

Dalen Modus menli Varwijderen Oplossen  Wijz
g b : t Sl Bijh

1 Weergavemodus Naar vorige Naar volgende Accepteren Afwijzan
d wijziging wijzig - ¢

Regelafstand
Meerdere ~ 1.25
Afstand tussen alinea's
Voo Ma.
028em
@ “."','.-e fiqfroortﬁ ) Ge toevoegen

Offerte WebOké Cloud

Voor: Bloemisterij Het Zonnetje, La.v. mevrouw J. Bakker

Kun je de prijzen nog even
controleren zf

Inspringen

Datum: 22 oktober 2026 Offertenummer; WO-2026-1042 o S T I-II“L": . P‘:f:\ts

speciaal
Beste mewrouw Bakker, Igeen)
Hartelijl dank voor uw interesse in WebOke Cloud. Met Nextcloud en Euro-Office werkt uw
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in
Europa.

« | Achtergrondkleur

Geavanceerde instellingen
tonen

Omschrijving Aantal Prijs per maand

Nextcloud Max (1 TB opslag) 1 €995

Office Suite-licentie Euro-Office 5 €1250

Overzetten bestaande bestanden 1 gratis

Totaal per maand €2245

'Wij horen graag of u met deze offerte akkoord gaat. Met vriendeljjke groet,
Team WebOké

Planning: we zetten de bestanden in de week van 9 november over]

anl &= Aantal woorden Nederiands - Nederland « & [E

A comment on the title of the quote

The text with a comment gets a coloured background. Click it to read the comment. You

can see all the comments together in the Comments panel: click the speech bubble
button on the left (1).

Euro-Office guide - www.weboke.nl 126 /298



WebOké

[ L X ] & demo.webokecloud.nlfindex.php/appsifiles/7dir=/WebOké&openfile=true

Bestand  Start Invoegen Teksnen  Pagina-indeling  Verwijzingen S

ken voarb & Bewerken ~  @2) S Delen

5] o = =5 = = | = =
- = i e ’:‘o r‘o £ ‘D =] = =e =e
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= T LI N AONOF WACH NALIC WA WACI AR ACICICS I KIS T EACAS  EILAE T TALAS F OO LOMD T, . .- Regelafstand
opmerkingen R : ; : : : 9

Meardere - 1.25

Afstand tussen alinea's
Voor Na
ocm . D28cm
Offe 4 : ‘
Anne de Groot P | Geen interval te !
Kur je de prijzen nog even @ e, & S -"'"-’-"f:""‘?"‘-"” ?
controleren? 2 tussen alinea’s met dezeifde
Kun je de prijzen nog even stijl
controleren?
Voor: misterij Het Zonnetje, La.v. mevrouw J, Bakker i
b Blok i 2 i b Wl B Antwoord toevoegen Inspringen
Datum: 22 oktober 2026 Offertenummer: WO-2026-1042 Ligks

oem

speciaal
Beste mevrouw Bakker, igeen) 0cm
Hartelijke dank voor uw interesse in WebOké Cloud. Met Nextcloud en Euro-Office werkt uw —
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in «
Europa.

« Achtergrondkleur

Geavanceerda instellingen

tonen

Omschrijving Aantal Prijs per maand

Mextcloud Max (1 TB opslag) kB €995

Office Suitelicentie Euro-Office b €1250

Owverzetten bestaande bestanden 1 gratis

Totaal per maand €£2245

‘Wij horen graag of u met deze offerte akkoord gaat. Met vriendelijke groet,
Team WebOké

Planning: we zetten de bestanden in de week van 9 november over|

Paginalvanl 5= Aantal woorden Alle wijzigingen zijn epgeslagen Nederlands - Nederland ~ & [A] %7 BE @ [1 — Zoomenl

cingen in het paneel ¢

All comments in the Comments panel

Mentioning someone with @

Want a colleague to see your comment? Click Add Comment (1) and type an @ followed
by the first letters of their name in the comment. Choose your colleague from the list (2).

Once you've added the comment, your colleague receives a notification, so they know
there's a question waiting.
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B Bestand  Start  Invoegen Tekenen  Paginadindeling  Verwijzingen  Samenwerking  Beveiliging Beeld  Samenwerken voorb & Bewerken ~ ({2)
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o Defen Modus menlij Verwijderen Oplossen  Wijzi Weergavemodus Naar vorige Naar volgende Accepteren Afwijzen
g bewerken - v - Bijhe : wijziging wijziging .

ORI, Regelafstand
Meerdere 125
Afstand tussen alinea's
Voor Na

ocm o p2Bem D

Q Anne de Groot 7} Geen interval toevoegen
23.10-2026, 01:57 e

Offerte weboké Cloud tussen alinea's met dezeifde

@Lig ‘ stijl

Voor: Bloemisterij Het Zonnetje, Lav. mevrouw J, Bakker Inspringen

Daturm: 22 oktober 2026 Offertenummer: WO-2026-1042 enc i it o i
iy 1 0er Dem

Speciaal
Beste mewrouw Bakker, igeen} 0cm
Hartelijk dank voor uw interesse in WebOké Cloud. Met Nextcloud en Euro-Office werkt uw -

team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in
Europa.

* Achtergrondkleur

Geavanceerde instellingen
tonen

Omschrijving Aantal Prijs per maand
Nextcloud Max (1 TB opslag) 1 €995

Office Suite-licentie Euro-Office 5 €1250

Overzetten bestaande bestanden 1 gratis

Totaal per maand €2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendeljke groet,
Team WebOké

Planning: we zetten de bestanden in de week van 9 november over)

Pagina L venl i Aantal woorden Nederlands - Nederland ~ & [&] 3%

en de eerste letters van de naam WebOké Cloud met Euro-Office

Type @ and the first letters to mention someone

Please note: if you mention someone who doesn't yet have access to the document,
Euro-Office warns you that the mention will give that person access to the document. So
just check that this is what you intend.

Replying and resolving

« Click Add reply in a comment to respond. This creates a conversation around the
text.

« Has the point been dealt with? Click Resolve. The comment is kept but no longer
stands out.

» Use the Resolve button on the Collaboration tab to resolve all your own comments
or all comments at once.

« Use the Delete button on the Collaboration tab to choose Delete current
comments, Delete my comments, or Delete all comments.

Tip: sending the document to a client? Delete all comments first, or send a PDF instead
(see Printing and saving as PDF).
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8.4 Tracking and accepting changes

With Track changes, every edit becomes a suggestion. Added text gets a colour, deleted
text is struck through. You or your colleague then decide for each change whether it stays.
Many people know this from Word, and it works the same way here.

Turning on Track changes

1. Go to the Collaboration tab.
2. Click Track Changes (1) and choose:
o ON for me: only your changes are tracked.
o ON for me and everyone: the changes made by everyone editing the
document are tracked.

Use OFF for me and OFF for me and everyone to turn it off again.

ese & demo.webokecloud. nlfindex. phpfapps/files/7dir=rwebokésopenfile=true web: ke

Bestand Start Invoegen Tekenen Pagina-indeling Verwijzingen  Samenwerking Beveiliging Beeld Samenwerken voarbeeld.... £ Bawerken - Spelen % QO @ X

B e = | - [ R @ 9D 3
= = e i = = =] = ] = G e 9 &8
Verwijderen Oplossen  WijzZigingen Weergavemodus Naar vorige Naa wle Accepteren Afwijzen  Vergelijlen o
) - Bijhodden - - wijziging - -
Aan voor mij
Regelafstand
Uit v i
daaifol] Meerdere 1.25
en iedereen
Afstand tussen alinea's
Voor Na

Ocm
@ Anne de Groot
23:10-2026, 01:57

Kun je de prijzen nog even
N ) controlerent
Voor: Bloemisterij Het Zonnetje, La.v. mevrouw J. Bakker Antuihd thsviisen Inspringen
Daturm: 22 okiober 2026 Offertenummer: WO-2026-1042 Links et
ocm I oom
Speciaal
Beste mewrouw Bakker, igeen)
Hartelijk dank voor uw interesse in WebOké Cloud. Met Nextcloud en Euro-Office werkt uw

team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in
Europa.

- | Achtergrondkleur

Geavanceerde instellingen
tonen

Omschrijving Aantal Prijs per maand
Nextcloud Max (1 TB opslag) 1 €995

Office Suite-licentie Euro-Office 5 €1250

Overzetten bestaande bestanden 3 gratis

Totaal per maand €2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendelijke groet,
Team WebOké

Planning: we zetten de bestanden in de week van 9 november over.

Faginalvanl 3= Aantal woorden Alle wijzigingen zijn opgesiagen Nederiands - Nederland « &5 [A]

Turning on Track changes for yourself or for everyone

In the top right, the Edit button changes to Reviewing: this shows you that your changes
are being tracked. Now just carry on working: everything you change is marked.
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ece demo.webokecloud. nlfindex.php/apps/files/?dir=/WebOké&openfile=true
phpfapg ¥

B Bestand  Start  Invoegen Tekenen  Pagina-indeling  Verwijzingen Samenwerking  Beveiliging Beeld Samenwerken voorbeeld.d... 2 Reviseren ~  Bopelen W Q @ X

(7 S =3 = = =l =4 T =) | |

h B ¥ g E = = ] = = =)

1 Weergavemodus Naar vorige Naar volgende Accepteren Afwizen  Vergeljen
e iiziging wiiziging 2 . .

[  Delen Modus Gezamenlik ~ Opmerking Verwideren Oplossen  Wijz
7 bewerker - to e 3 5 Bijh

e j ging
O] (IS RN SRRSO SRS AR NN KR T LRSS ARG » T8 E (RS T D . -_o-u----..o o Regelafstand

= Lritpriiig v T v v
Meerdere 1.25
Afstand tussen alinea's
Voor Na
ocm o pa2Bem D
7} Geen interval toevoegen
tussen alinea's met dezelfde

|offerte WebOké Cloud ey

Voor: Bloemisterij Het Zonnetje, Lav. mevrouw ). Bakker Inspringen
Links Rechts

Datum: 22 oktober 2026 Offertenummer: WO-2026-1042 -~
oem
Speciaal

Beste mevrouw Bakker, {geen) 0com

Hartelijlc dank voor uw interesse in WebOke Cloud, Met Nextcloud en Euro-Office werkt uw e | actmeagrandideue
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in o -

Europa.

Omschrijving Aantal Prijs per maand
1 €995

Nextcloud Max (1 TB opslag)

Geavanceerda instellingen
tonen

Office Suite-licentie Euro-Office 5 €1250

Overzetten bestaande bestanden 1 gratis
€2245

Totaal per maand

Wij horen graag of u met deze offerte akkoord gaat. Met vriendeljke groet,
. P Anne de Groot v
Team WebOke c 23-10-2026, 01:58 x
Planning: we zeften de bestanden in de week van 9 november over. Graag uiterlj 'ngeveegd: Graag uiterlijk 1
november akkoord.

november akkoord.

Paginalvanl 5= Aantal woorden Alle wijzigingen zijn spgeslagen Nederlands - Nederland ~ & [A] %%

WebOké Cloud met Euro-Office

A tracked change: new text in colour, deleted text struck through

Accepting or rejecting changes

1. Click Next (1) to go through the changes one by one. Use Previous to go back.

2. Click Accept (2) if the change should stay, or Reject (3) to undo it.

3. If you click a change in the text, a balloon appears showing who made the change
and when. Use the tick in the balloon to accept the change, or the cross to reject it.

Use the arrow under Accept (1) to choose Accept current change or Accept all
changes. Under Reject, you'll find Reject current change and Reject all changes.
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ece & demo.webokecloud.nlfindex. php/apps/files/?dir=/WebOkégopenfile=true
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B Bestand
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W ewerken - to v .
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7 > Alle wijzigingen accepteren

Voor: Bloemisterij Het Zonnetje, Lav. mevrouw J. Bakker

Datum: 22 oktober 2026 Offertenummer: WO-2026-1042

Beste mewouw Bakker,

Hartelijik dank voor uw interesse in WebOke Cloud, Met Nextcloud en Euro-Office werkt uw
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in

Europa.

Omschrijving

Nextcloud Max (1 TB opslag)

Aantal Prijs per maand
1 €995

Office Suite-licentie Euro-Office

5 €1250

Overzetten bestaande bestanden

1 gratis

Totaal per maand

€2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendeljke groet,

Team WebOké

Planning: we zetten de bestanden in de week van 9 november over. Graag uiterli|

november akkoord.
Pagina l1van1 = Aantal woorden
Een wijziging of alle

wijzigingen accepteren

Accepting one change or all changes at once

Alle wiizigingen zijn opgestagen

v X

@ Anne de Groot
23-10-2 6, 01:58

Ingevoegd: Graag uiterlijk 1
november akkoord.

Nederlands - Nederland

& B 2

How do you want to see the changes?

Use the Display Mode (1) button to choose how the document looks:

« Final: shows how the document will look if you accept all changes.

Euro-Office guide - www.weboke.nl

Original: shows how the document looked before the changes.

<X Reviseren ~

Vergelijken

&L Delen

Regelafstand
Meerdere ~  1.25
afstand tussen alinea's
voor

ocm

| Geen interval toevoegen

Inspringen
Links

oem

Speciaal

igeen} 0cm

* Achtergrondkleur

Geavanceerde instellingen

tonen

Markup and balloons: changes shown in the text, with explanations in balloons.
Only markup: changes shown in the text, without balloons.
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. | Geen interval toevoegen
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tussen alinea's met dezelfde

|offerte WebOké Cloud

Voor: Bloemisterij Het Zonnetje, Lav. mevrouw ). Bakker Inspringen

Datumm: 22 oktober 2026 Offertenummer: WO-2026-1042 Links
0cm
Speciaal
Beste mewrouw Bakker, igeen) 0cm

Hartelijlc dank voor uw interesse in WebOke Cloud, Met Nextcloud en Euro-Office werkt uw —>
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in «

» Achtargrondkleur

Europa. Geavancearda instellingen

tonen

Omschrijving Aantal Prijs per maand

Nextcloud Max (1 TB opslag) 1 €995

Office Suite-licentie Euro-Office 5 €1250

Overzetten bestaande bestanden 1 gratis

Totaal per maand €2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendeljke groet,
Anne de Groot
Team WebOké @ 23-10-2026, 01:58 v
Planning: we zeften de bestanden in de week van 9 november over, Graag uiterlj 'ngeveegd: Graag uiterlijk 1
november akkoord.
november akkoord,
Paginalvanl 5= Aantal woorden Alle wijzigingen zijn spgeslagen Nederlands - Nederland ~ & [A] %% BE [ [1 — Zoomen100% +

Kies hoe je de wijzigingen ziet WebOké Cloud met Euro-Office

Choose how you want to see the changes

Tip: want a colleague to be able to make only suggestions, without changing anything
directly? Protect the document with the tracked changes option, via the Security tab and
the Protect Document button.

Please note: a document with unaccepted changes will still show those changes if you
send it to a client. So accept or reject them all first, then turn off Track changes.
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8.5 Chatting in the document
Working in a document with a colleague at the same time? In Euro-Office, you can chat

with each other. Handy for a quick question, without adding anything to the document
itself.

How to chat

1. Click the Chat button on the left (1), or go to the Collaboration tab and click Chat.
2. Type your message in the box at the bottom (2) and press Enter or click Send.
3. Everyone who has the document open will see your message.
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Lisa de Wit - @ Anne de Groot 0 7| Geen interval toevoegen
¢ 1k heb de planning enderaan 23-10-2026, 01:57 - fhnaa® t dezelf
toegevoegd. Klopt de datum? tussen alinea's met dezelfde
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Anna da th-;uutk controlerent
|a. 9 november kiopt. Dank Voor: Bloemisterij Het Zonnetje, Layv. mevrouw J, Bakker
Jel o ikl et Zonie) o W, B Antwoord tosvosgen Inspringen
Datum: 22 oktober 2026 Offertenummer: WO-2026-1042 Lins o e
Dem Dem
Speciaal
Beste mevrouw Bakker, igeen) 0 em
Hartelijk: dank voor uw interesse in WebOké Cloud. Met Nexicloud en Euro-Office werkt uw
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in
Europa.

« | Achtergrondkleur

Geavanceerda instellingen
tonen

Omschrijving Aantal Prijs per maand

Mextcloud Max (1 TB opsiag) 1 €9,95

Office Suite-licentie Euro-Office 5 €1250

Overzetten bestaande bestanden i gratis

Totaal per maand €2245

o - Wi} horen graag of u met deze offerte akkoord gaat. Met vnendeligke groet,

Team WebOké

Planning: we zetten de bestanden in de week van 8 november over)

Paginalvanl = Aantal woorden Alle wijzigingen zijn opgeslagen Nederlands - Nederland - & [A]

Chatting with Lisa in the document

If a new message comes in while the chat panel is closed, you'll see this on the Chat
button in the left-hand bar.

Please note: the chat in the editor is meant for the moment itself. Messages are not
saved with the document: once everyone has closed the document, the chat is gone. If

you want to record something, use a comment (Commenting and mentioning someone)
instead.

Tip: in the sidebar of a file in your WebOké Nextcloud, you'll also find a Chat tab. This is
the Nextcloud Talk chat for that file. Those messages are saved, even after the document
is closed.
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8.6 Version History: restoring an older version

Your WebOké Nextcloud keeps older versions of your documents. Accidentally deleted a
piece of text, or did a colleague rearrange everything? Then you can easily restore an
earlier version.

Viewing an older version in the editor

1. Open the document and go to the Collaboration tab. Click the clock icon button,
Version History. You can also get there via File and then Version History.

2. On the left, you'll see the list of versions (2), with the date, time and version number.
Below a version, you can see who made changes to it, for example Lisa and Anne.

3. Click a version to view it. The changes in that version are shown in colour, with each
person having their own colour.

@ & demo.webokecloud.nlfindex. php/apps/files/7dir=/WebOké&openfile=true

Bestand  Start Invoegen Tekenen  Pagina-indeling  Verwijzingen  Samenwerking  Bevelliging  Beeld Samenwerken voorbeeld.docx

Versie geschiedenis

23-10-2026 01:59... o 4
Anne de Groot We.b"_' Ic-ke

) S e pfferte WebOké Cloud

23-10-2026 01:56... Vioor: Bloemisterij Het Zonnetje, t.a.v. mevwouw J. Bakker
Anne 2= Groot

o Datum: 22 oktober 2026 Offertenummer: WO-2026-1042

Beste mewvrouw Bakker,

Hartefijk dank voor uw interesse in WebOké Cloud. Met Nexicloud en Euro-Office werkt uw
team vellig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in
Europa.

Omschrijving Aantal Prijs per maand
Mextcloud Max (1 TB opslag) 1 €995

Office Suite-licentie Euro-Office 5 €1250

Overzetten bestaande bestanden 1 grafis

Totaal per maand €2245

Wij haren graag of u met deze offerte akkoord gaat. Met vriendelijke groet,
Team WebOké

Paginalvanl = Aantal woorden

The version history in the editor

Restoring a version

1. In the list, click the version you want to go back to.

2. Below that version, click Restore (1).

3. The old version becomes the new, current version. The version you're replacing
simply stays in the list. So you won't lose anything.
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Close the version history using the cross at the top of the list to continue working.

Versions in Nextcloud itself

You can also restore a version without using the editor. In Files, go to the file, open the
sidebar by clicking the share icon next to the name, and choose the Versions tab (1). At
the top, you'll see the Current version, and below that the older versions with their time
and size.

ese & demo.webokecloud.nlfindex. php/apps/files/?dir=/WebOkégopendetails=true
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0.0/008 8|8 a|lE
(]

Samenwerken voorbeeld.docx  Gedeeld +8  « 55 KB 1 minuut ge... Huidige versie + = Jij

1 min. geleden * 55 KB

8 bestanden
—— Initiéle versie « o Jij
4 min. geleden + 35 KB

[@ Verwijderde bestanden

® 281 KB van 1 TB gebruikt

£ Instellingen voor bestanden

Het tabblad versies in de zijbalk van je WebOké Nextcloud WebOké Cloud met Euro-Office

Versions of a file in the sidebar of your WebOké Nextcloud

Click the three dots next to an older version. Choose Restore version (1) to restore it.
With Download version, you can download it to your computer without changing
anything, and with Name this version, you can give an important version a recognisable
name, such as "Sent to client".
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1 min. geleden + 55 KB
8 bestanden
—— Initiéle versie - Jij
4 min. geleden = 35 KB
& Geef deze versie een naam
o £ Herstel versie

o Download versie

[l Verwijder versie

[@ Verwijderde bestanden
® 281 KB van 1 TB gebruikt

£ Instellingen voor bestanden

inloaden of @en naam gever

Restoring an older version in Nextcloud

Please note: a new version is only created once everyone has closed the document. If
you work in the same document all day, you'll only see today's changes as a version once
the document has been closed. How long old versions are kept depends on your storage
space.
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8.7 Comparing documents

Does a client send back an edited version without tracked changes? With Compare you
can still see exactly what's changed. Euro-Office turns all the differences into tracked

changes in your document.

How to compare two documents

1. Open the document you want to use as your starting point, usually your own (older)

version.

2. Go to the Collaboration tab and click Compare (1).
3. Choose where the other document is located:
o Document from file: a file from your computer.
o Document from URL: a file on the internet.
o Document from storage: a file in your WebOké Nextcloud.

L E X ]

demo.webokecloud.nljfindex. php/appsffiles/7dir=/Weboké&openfile=trug
PfapE F

web:

ke

B Bestand  Stat  Invoegen  Tekenen  Pagina-indeling  Verwijzingen

[ Delen Modus Gezamenlijk
- bewerken -

2 E = F

Verwijderen Oplossen

Samenwerking

|offerte WebOké Cloud

Voor: Bloemisterij Het Zonnetje, Lav. mevrouw J. Bakker

Datum: 22 oktober 2026 Offertenummer: WO-2026-1042

Beste mevrouw Bakker,

Beveiliging

]

Beeld

=
=]
Wijzigingen Weergavemodus Naar vorige Naar v
Bijhouden » wijziging

Samenwerken voorbeeld....

ende Accepteren Afwijzen
g v

Hartelijk dank voor uw interesse in WebOke Cloud, Met Nextcloud en Euro-Office werkt uw
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in

Europa.

Omschrijving
Nextcloud Max (1 TB opslag)

Aantal Prijs per maand

1

€9.95

Office Suite-licentie Euro-Office

5

€1250

Overzetten bestaande bestanden

1

gratis

Totaal per maand

€2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendelijke groet,

Team WebOké

Planning: we zetten de bestanden in de week van 9 november over|Graag uiterlijk 1

november akkoord.

Paginalvanl = Aantal woorden

Where is the other document?

Alle wijzigingen zijn spgeslagen

Nederlands - Mederland

¢L Bewerken ~

& @

& Delen ¥

vergelijken

Document van bestand
Document van UAL E
5
Document van opslag
inea's
vergelijking instellingen
—2Bcm
Geen interval toevoegen
tussen alinea's met dezelfde
stijl

Inspringen
Links Rechts
0cm 0cm
Speciaal

{geen)
"« Achtergrondkieur

Geavanceerde instellingen
tonen

4. If you choose Document from storage, the Select file to compare window
opens. Go to the right folder, click the file and click the Choose button.
5. Euro-Office compares the two documents and shows the differences.
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& demo.webokecloud.nlfindex. php/apps/files/7dir=/WebOkégopenfile=true

Kies het bestand dat u wilt vergelijken

Bestandslijst filteren
| I A > WebOké  + Nieuw

MNaam Grootte
© Recent Mijn eerste document.docx 7KB
* Favorieten Nieuwsbrief WebOké novem... .docx

T Offerte WebOké Cloud.docx

T Samenwerken voorbeeld.docx

Choose the document from your WebOké Nextcloud

Aangepast

4 uur geleden

3 uur geleden

3 uur geleden

2 minuten geleden

The differences appear as tracked changes: new text is coloured, removed text is struck
through. In the example below, the paragraph with the planning doesn't appear in the old
quote, so it's struck through. Click a change to see the explanation in the balloon. If the

other document doesn't have an author listed, you'll see Un-named as the name. Go

through the changes and choose Accept or Reject for each one, as described in Tracking

and accepting changes.
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eee

a8 demo.webokecloud.nlfindex. phplappsffiles/?dir=/WebOkégopenfile=true

web:

ke

B Bestand  Start  Invoegen

@ 4 m

Pagina 1van1 = Aantal woorden

De verschillen st

Tekenen  Pagina-indeling  Verwijzingen Beveiliging

= Fe

ing Verwijderen Opilossen
en v P

Samenwerking

]

fijzigingen  Weergavemodus

|offerte WebOké Cloud

Voor: Bloemisterij Het Zonnetje, Lav. mevrouw J. Bakker

Datum: 22 oktober 2026 Offertenummer: WO-2026-1042

Beste mewouw Bakker,

Hartelijlc dank voor uw interesse in WebOke Cloud, Met Nextcloud en Euro-Office werkt uw

Beald

-
I_-‘7

Samenwearken voorbasld....

&2 Bewerken ~ Bpelen w Q@

| | =
= ] =0

Naar vorige Naar volgende Accepteren Afwijzen  Vergelijen
wijziging wijzlging - . -

| Regelafstand

Meardere 1.25

Afstand tussen alinea's

Voor Na

ocm 0.28em D

| Geen interval toevoegen
tussen alinea's met dezelfde
stijl

Inspringen
Links Rechts
oem T oem
Speciaal

{geen) 0cm

"« Achtargrondkisur

team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in

Europa.

Geavanceerda instellingen
tonen

Omschrijving Aantal Prijs per maand

Nextcloud Max (1 TB opslag) 1 €995

Office Suite-licentie Euro-Office 5 €1250

Overzetten bestaande bestanden 1 gratis

Totaal per maand €2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendeljke groet,

Team WebOké

Blapnng: we zetien de bestanden in de waek van B november aver. Grasg uiteil

g ek

Alle wijzigingen zijn epgesiagen

aan als bijgehouden wijzigingen in je document

The differences between the two versions

Compare or combine?

o Un-named v X
22-10-2026, 23:1¢

Varwijderd: Pla
de bestanden in

ng: we zetten
wieek van 9
november over. Graag uiterliji 1
november akkoord

[ b

Alinea verwijderd

v K

& E v

Nederlands - Nederland

*

WebOké Cloud met Euro-Office

Next to Compare is the Combine button. Use this when two people have each tracked
changes in their own copy. Combine brings all those tracked changes together into one

document.

Via Compare and then Comparison settings, you choose whether to compare by word

or by character.

Please note: you can only compare documents if you're the only one in the document. If
colleagues are also working in it, Euro-Office will let you know that comparing documents
isn't available during collaborative editing. If your document already contains tracked
changes, these will be treated as accepted during the comparison. So make a copy first if
you want to keep them.
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9.1 Sharing a document with a colleague

Want to work on a document together with a colleague? Share the file with them. Your
colleague has their own account in your WebOké Nextcloud and will then see the file in
their own files.

Sharing from Files

1. In your WebOké Nextcloud, go to Files and find the document.

2. Click the share icon next to the name, the little figure with a plus sign (1). The
sidebar opens on the right with the Share tab.

3. Under Internal shares (2), you share with colleagues who have an account in your
Nextcloud. Under External shares (3), you share with people outside your
organisation, and with Create public link (4) you create a link that anyone can
open.

eve & demo.webokecloud.nlfindex. php/apps/files/7dir=/webOkégopendetails=true

[ Alle bestanden 3>  WebOké v

Naam «

Zoek hier

|2 Alle bestanden

& Persoonlijke bestanden Aanmeldformulier WebOké pdf 23KB 2 uur geleden

Sl facant Begroting 2027 WebOké xIsx 7KB 3 uur geleden

+r Favorieten
Klantenoverzicht WebOkeé. xlsx * e 7 KB 3 uur geleden
+8, Shares
Mijn eerste document. docx e 7KB 4 uur geleden

gt dinapycn Samenwerken voorbeeld.d...

& Markering Nieuwsbrief WebOké november.docx 3 uur geleden il en geleden =

2 Exteme opslag Offerte WebOkeé Cloud. docx 3 uur geleden

I o)
Delen Chat Activiteit Versies

2 Mapboom

Presentatie WebOké Cloud 2027.pptx L 1 2 uur geleden

00 0/0\28 B | B 3B B

Samenwerken voorbeeld docx o 35KB  enkele seco.

Intern delen Go
8 bestanden i

[ Type namen of teams

° Anderen met toegang

Interne link
@ \ onen die al toegang

Extern delen Go

| Type een e-mail of gefedereerde clo.

[ Verwijderde bestanden
e Creéer openbare link o
® 405 KB van 1 TB gebruikt

& Instellingen voor bestanden Aanvullende shares ()

The sharing sidebar of a file in your WebOké Nextcloud

4. Click in the field under Internal shares and type the first letters of your colleague's
name. Choose them from the list (1).
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Zoek hier

|3 Alle bestanden

& Persoonlijke bestanden
9 Recent

¥ Favorieten

+& Shares

Ba Teammappen

€ Markering

&3 Externe opslag

2 Mapboom

[@ Verwijderde bestanden
® 405 KB van 1 TB gebruikt

& Instellingen voor bestanden

M van je collega €n kies hem of haar uit de lijst

WebOké «~

Aanmeldformulier WebOké. pdf
Begroting 2027 WebOke.xIsx
Klantenoverzicht WebOke. xlsx

Mijn eerste document.docx
Nieuwsbrief WebOké november.docx
Offerte WebOkeé Cloud.docx
Presentatie WebOké Cloud 2027.pptx
Samenwerken voorbeeld.docx

8 bestanden

Type your colleague's name and choose from the list

Aange...
2 uur geleden
3 uur geleden
3 uur geleden
4 uur geleden
3 uur geleden
3 uur geleden
2 uur geleden

enkele seco...

Samenwerken voorbeeld.d... -

35KB » 18 onden geleden *
Anne de Groot

< Q ¥

Delen Chat Activitelt

Intern delen (O

o2

Versies

w

O, usadewn
@ demo-handleiding@wv

Delen met een Deck kaart

Extern delen ()

[ Typ e-mail of

e Creéer openbare link

Aanvullende shares (O

Oké Cloud met Euro-Office

5. Choose what your colleague is allowed to do: View only (1) or Allow editing (2). If
you want to work on the document together, choose Allow editing.
6. Click Save share (4).
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Zoek hier € nden WebOké «~

|2 Alle bestanden Aange...

& Persoonlijke bestanden Aanmeldformulier WebOké. pdr 2 uur geleden

£ et Begroting 2027 WebOké.xlsx - 7KE 3 uur geleden
¥ Favorieten X
Klantenoverzicht WebOké xlsx e 7 KB 3 uur geleden

+& Shares

- Mijn eerste document.docx v 7 KE 4 uur geleden
B8 Teammappen

Samenwerken voorbeeld.d... -
® Markering Nieuwsbrief WebOké november.docx e 3 uur geleden 35 KB » 22 seconden geleden »
L Exteme opslag Offerte WebOké Cloud.docx 3 uur geleden SnEHe: Sigot
< L§ o]

Delen Chat Activitelt Versies

2 Mapboom Presentatie WebOké Cloud 2027.pptx e 1 4 2 uur geleden

Samenwerken voorbeeld.docx vo enkele seco...
Lw Deel met Lisa de Wit

@ Alleen bekijken "
# Bewerken toestaan o

Aangepaste machtigingen
Lezen, bewerk, delen

8 bestanden

Geavanceerde instellingen o

[@ Verwijderde bestanden
® 405 KB van 1 TB gebruikt

£ Instellingen voor bestanden

met het bestan g doen WebOké Cloud met Euro-Office

Choose what your colleague can do with the file

Your colleague now appears in the list (1), with their permissions shown underneath (2).
Click this to change the permissions later. In the list of files, you can see that the
document is shared (3).
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LA & demo.webokecloud.nlfindex. php/apps/files/?dir=/WebOkégopendetails=true

Zoek hier

[ Alle bestanden > WebOké ~

Naam =

| 3 Alle bestanden

& Persoonlijke bestanden Aanmeldformulier WebOké. pdf

£ HaarE Begroting 2027 WebOké. xlsx

¢ Favorieten .
Klantenoverzicht WebOké. xlsx

+8 Shares

B Teammappen

i et : docx
& Markering Nieuwsbrief WebOké november.c

G Extemne opslag Offerte WebOké Cloud.docx

|2 Mapbhoom . Presentatie WebOké Cloud 2027.pptx

o
O
O
O
O
E Mijn eerste document.docx
O
O
O
]

Samenwerken voorbeeld.docx  Gedeeld +8,

8 bestanden

@ Verwijderde bestanden
® 405 KB van 1 TB gebruikt

& Instellingen voor bestanden Share opgeslagen X

Lisa staat nu in de lijst en mag het

The document is shared with Lisa

More settings

2 uur geleden
3 uur geleden
3 uur geleden
4 uur geleden
3 uur geleden
3 uur geleden
2 uur geleden

enkele seco...

Samenwerken voorbeeld.d...

35 KB * 31 seconden geleden =
Anne de Groot

< Q ¥

Delen Chat Activitelt

Intern delen (O

2

Versies

[ Type namen of teams

Lisa de Wit o
% coerir Q)
® Kan bewerken »

° Anderen met toegang

Interne link
@ Ve personen die al toegang

Extern delen ()

| Type een e-mall of gefederaerde clo.

e Creéer openbare link

Before you save, click Advanced settings (3 in the image with the permissions). There,
you can set an expiry date (1): after that date, your colleague can no longer access the
file. You can also add a note (2), for example "Could you check the prices?", and choose

whether your colleague can download and sync the file.
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a demo.

Zoek hier

| 2 Alle bestanden

& Persoonlijke bestanden
49 Recent

¥ Favorieten

+& Shares

B Teammappen

€ Markering

&2 Exteme opslag

2 Mapboom

[@ Verwijderde bestanden
® 405 KB van 1 TB gebruikt

£ Instellingen voor bestanden

Expiry date, downloading, and

Sharing from the

M [ Alle bestanden > WebOké +
Naam =
Aanmeldformulier WebOké. pdf
Begroting 2027 WebOke.xIsx
Klantenoverzicht WebOke. xlsx
Mijn eerste document.docx
Nieuwsbrief WebOké november.docx
Offerte WebOké Cloud.
Presentatie WebOké Cloud 2027.pptx
Samenwerken voorbeeld.docx

8 bestanden

a note for your colleague

editor

Aange...
2 uur geleden
3 uur geleden
3 uur geleden
4 uur geleden
3 uur geleden
3 uur geleden
2 uur geleden

enkele seco...

Samenwerken voorbeeld.d... -

35 KB » 24 seconden gele
Anne de Groot

< Q
Delen Chat

Lw Deel met Lisa de Wit

den =

¥

o2

Activitelt Versies

@ Alleen bekijken

# Bewerken toestaan

... Aangepaste machtigingen

Lezen, bewerk, delen

Geavanceerde instelling

[ stel vervaldatum in

en

Download en synchroniseren toestaan

[ Netitie voor ontvanger o

[ Aangepaste machtigingen

Annuleren

oud met Euro-Office

Already have the document open? Click Share in the top right (1). The same button
appears on the Collaboration tab.
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ece & demo.webokecloud.nlfindex.php/appsifiles/7dir=/WebOké&openfile=true

Bestand  Start  Invoegen Teksnen  Pagina-indeling  Verwijzingen S

ken voorbesld.... &~ Bewerken ~

Arial

Kop & Kop 5

Regelafstand

Meerdere *  1.25
Afstand tussen alinea's
Voor Na

ocm o D2Bem

7} Geen interval toevoegen

bﬁerte Weboké Cloud tussen alinea's met dezeifde

stijl
Voor: Bloemisterij Het Zonnetje, Lav. mevrouw J. Bakker Inspringen
Datum: 22 oktober 2026  Offertenummer: WO-2026-1042 Links

Oem
speciaal
Beste mewrouw Bakker, igeen}

Hartelijlc dank voor uw interesse in WebOke Cloud, Met Nextcloud en Euro-Office werkt uw =7+ | actrergrandideur
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in “ - -
Europa. Geavanceerda instellingan

tonen

Omschrijving ntal Prijs per maand

Nextcloud Max (1 TB opslag) €995

Office Suite-licentie Euro-Office €1250

Overzetten bestaande bestanden gratis

Totaal per maand €2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendeljke groet,
Team WebOké

Paginalvanl 5= Aantal woorden Nederlands - Nederland ~ & [A] %7 BE 3 [1 — Zoomen 100% +
De knof

The Share button in the editor

The same sharing sidebar then opens next to your document, just as in Files. So you can
share without closing the document.
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ece a8 demo.webokecloud.nlfindex. phpfappsffiles/dir=/WebOkégopendetails=trueSapenfile=true

B Bestand Start  Invoegen Tekenen  Pagina-indeling  Verwijzingen Samenwerking  Beveiliging Beeld Samenwerken voarbeeld....

R A
: ) Lijstalinea Sterk Kop 6

[ F TR E RS ONRS C CO & e

I it
5

bfferte WebOké Cloud Samenwerken voorbeeld.d...

35 KB # 2 minuten geleden «
Voor: Bloemisterij Het Zonnetje, L.av. mevrouw J, Bakker Anne de Groot

Datum: 22 oktober 2026 Offertenummer: WO-2026-1042 < Q n o)

Delen Chat Activiteit Versies
Beste mewouw Bakker,

Hartelijlc dank voor uw interesse in WebOke Cloud, Met Nextcloud en Euro-Office werkt uw Intern delen (D
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in
Europa.

Type namen of teams

_ Lisa de Wit
Lo
“'® Kan bewerken »

Omschrijving Aantal Prijs per maand
° Anderen met toegang

Nextcloud Max (1 TB opslag) 1 €995

Interne link
Wi personen die al toegang

Office Suite-licentie Euro-Office 5 €1250 @
Overzetten bestaande bestanden 1 gratis he n

Totaal per maand €2245

Extern delen (O)

‘Wij horen graag of u met de ze offerte akkoord gaat. Met vriendelijke groet, Type een e-mail of gefedereerde clo

Delen link
B S - ©m

Team WebOké

Paginalvanl 5= Aantal woorden Nederlands - Nederlan  Aanvullende shares (O

Delen vanuit de editor: de deelzijbalk opent naast je document

Sharing from the editor

Unshare

No longer want to share the file? In the sharing sidebar, click the three dots next to your
colleague's name and choose Unshare. Your colleague will then no longer see the file.

Tip: do you often share with the same group of colleagues? Then it's better to share an
entire folder, or use a team folder. Anything you put in that folder becomes automatically
available to everyone.
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9.2 Creating a public link (view or edit)

With a public link, you share a document with someone who doesn't have an account in
your WebOké Nextcloud, for example a client or your accountant. Anyone with the link can
open the document in their browser. Nothing needs to be installed.

Creating a link

1. Open the sharing sidebar of the file, as in Sharing a document with a colleague.

2. Click the plus icon next to Create public link.

3. The link is created (1) and immediately copied to your clipboard. Paste it into an
email or chat message with Ctrl + V (on Mac Cmd + V). Use the button with the two
sheets to copy the link again later.

[ Alle bestanden 3>  WebOké ~

Naam «

Zoek hier

|2 Alle bestanden

& Persoonlijke bestanden Aanmeldformulier WebOké pdf Y- N 23KB 2 uur geleden

£ Hacant Begroting 2027 WebOké. xlsx PO 7KE 3 uur geleden

¢ Favorieten .
Klantenaverzicht WebOké. xlsx S ST 7KB 3 uur geleden
+& Shares
Mijn eerste document.docx 2 va 7 4 uur geleden

Teammappen
3] PP Samenwerken voorbeeld.d...

Nieuwsbrief WebOké november.docx 12 - 3 uur geleden | geleden =
geleden

€ Markering

G Extemne opsiag Offerte WebOkeé Cloud.docx - 3 uur geleden

Presentatie WebOké Cloud 2027.pptx B S 134 K 2 uur geleden ' 2
Delen Chat Activitelt Versies

Samenwerken voorbeeld.docx Gedeeld e o 35KE  enkele seco. Liva ue Wil

2 Mapboom

000 0E B @ 8|
@

8 bestanden

ail of gefedereerde clo. v |

Delen link o
Alleen bekijken + B2y

@ Verwijderde bestanden

® 405 KB van 1 TB gebruikt Aanvullende shares (0

£ Instellingen voor bastanden

De openbare link is gemaakt en staat al op je klembord

The public link has been created

View or edit?
A new link is set to View only (2 in the previous image). Click on it to choose:

« View only (1): the recipient can read, print and download the document, but cannot
change anything.
« Can edit (2): the recipient can edit the document in Euro-Office, just like you.
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[ XX ] @ demo.webokecloud.nlfindex.php/apps/files/7dir=/WebOké&opendetai

Zoek hier

|2 Alle bestanden

& Persoonlijke bestanden
&9 Recent

¥ Favorieten

+2 Shares

B@ Teammappen

€ Markering

&3 Extemne opslag

2 Mapboom

o
O
O
O
O
& |
O
O
O
O

[@ Verwijderde bestanden
® 405 KB van 1 TB gebruikt

£ Instellingen voor bestanden

[ Alle bestanden *>  WebOké «

Naam o

Aanmeldformulier WebOké.pdf
Begroting 2027 WebOke.xIsx
Klantenoverzicht WebOke. xlsx

Mijn eerste document.docx
Nieuwsbrief WebOké november.docx
Offerte WebOkeé Cloud.docx
Presentatie WebOké Cloud 2027.pptx

Samenwerken voorbeeld.docx  Gedeeld e

8 bestanden

Kies of iemand met de link alleen mag kijken of ook mag bewerken

Choose what someone with the link can do

2 uur geleden
3 uur geleden
3 uur geleden
4 uur geleden
3 uur geleden
3 uur geleden
2 uur geleden

enkele seco...

Samenwerken voorbeeld.d...
35 KB = 42
Anne de Groot

conden geleden *

< Q 4 o]

Delen Chat

Lisd ue vl

° Anderen met toegang

Interne link

@ v ersonen die al toegang
h !

o @ Alleen bekijken
o # Kan bewerken

£ Aangepaste machtigingen
e .
@ Alleen bekijken »

Aanvullende shares ()

Activitelt Versies

You can read what the recipient sees when they open the link in Sharing with someone
outside your organisation.

The link menu

Use the three dots next to the link to open the menu:

o Customise link (1): adjust permissions, password and expiry date (see Password
and expiration date on a link).
 Generate QR code (2): a QR code that someone can scan with their phone's

Ccamera.

« Add another link: a second link with different permissions, for example one to view

and one to edit.

« Unshare (3): the link stops working immediately.
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Zoek hier g nden > WebOké «

|2 Alle bestanden Aange...
& Persoonlijke bestanden Aanmeldformulier WebOké. pdr 2 uur geleden

© Recent Begroting 2027 WebOke. xlsx - 7KE 3 uur geleden

¥ Favorieten )
Klantenoverzicht WebOke. xlsx v /KB 3 uur geleden
+2 Shares
- Mijn eerste document.docx v 7 KE 4 uur geleden
eammappen
- i ] ; ? ; 5 i Samenwerken voorbeeld.d...
docx wes
& Markering Nieuwsbrief WebOké november.docx uur geleden 5 KB » 4 onden geleden
Offerte WebOkeé Cloud.docx 2 3 uur geleden
&3 Extermne opslag
L 9

Presentatie WebOké Cloud 2027.pptx 8 - 1 4 2 uur geleden
Delen Chat Activiteit Versies

2 Mapboom

Samenwerken voorbeeld.docx Gedeeld e« 5KE  enkele seco... Liva ue Wil

EEE o
® Kan bewerken =

8 best

° Anderen met toegang

Interne link
@ Voor p :
e " 3 Bewerk link
%% Genereer QR code

Extern delen ()
+ Nog een link toevoegen

| Type een po' ¥ Delen stoppen

Delen link P
@ osoeicn - o -

[@ Verwijderde bestanden

® 405 KB van 1 TB gebruikt Aanvullende shares (0

£ Instellingen voor bestanden Share machtigingen opgeslagen X

Het menu van de link: aanpassen. QR-code of dele Oké Cloud met Eura-Office

The link menu

Please note: anyone with the link can open the document. Even if the link is forwarded.
So only share a link with editing rights with people you trust, add a password and expiry
date (Password and expiration date on a link), and stop sharing once the work is done.
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9.3 Password and expiration date on a link

A public link is handy, but anyone who gets it can access it. With a password and an

expiration date, you make the link more secure.

How to set it up

A W N R

working.
5. Click Update share (3).

Zoek hier [ Alle bestanden *>  WebQOké ~

Naam o

| £ Alle bestanden

& Persoonlijke bestanden Aanmeldformulier WebOké. pdf 2

9 Recent Begroting 2027 WebOké xlsx &

¥ Favorieten .
Klantenoverzicht WebOké xlsx +2,
+2 Shares
Mijn eerste document.docx =
B@ Teammappen
s Nieuwsbrief WebOké november.docx +

€ Markering 2

&3 Extermne opslag Offerte WebOké Cloud.docx +2,

2 Mapboom

Presentatie WebOké Cloud 2027.pptx A

i T O s O L =

Samenwerken voorbeeld.docx  Gedeeld e

8 bestanden

[@ Verwijderde bestanden

® 405 KB van 1 TB gebruikt

£ Instellingen voor bestanden

datum op ¢

A password and an expiration date on the link

2 uur geleden
3 uur geleden
3 uur geleden
4 uur geleden
3 uur geleden
3 uur geleden
2 uur geleden

1 minuut ge...

. Open the sharing sidebar of the file and click the three dots next to the link.
. Choose Customise link and click Advanced settings.
. Tick Set password (1) and type a password.

. Tick Set expiration date (2) and choose the date on which the link should stop

Samenwerken voorbeeld.d...
35 KB * 1 minuut geleden » Anne de Groot

< Q ¥ 7ol
Delen Chat Activite/t Versies

G Delen link

Aangepaste machtigingen
Lezen, bewerk

Geavanceerde instellingen a

Deel het label

Instellen wachtwoord o

[0 video verificatie

Stel vervaldatum in o

13-11-2026 (o

M varhara dawnlnad

Annul.. X Verwijder share

WebOké Cloud met Eura-Office

The same block contains more useful options. With Share label, you give the link a name,
for example "Link for the client", so you know later what it was for. Hide download
removes the download button, and with Limit downloads you set how many times the
file may be downloaded. Under Note to recipient, you add a short explanation that the

recipient will see.

When someone opens the link, your WebOké Cloud first asks for the password. Only then

does the document open.
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[ 2 X ] @ demo.webokecloud.nlfindex.php/sjoeKMCNgz6tMtyKe/authenticate/showshare

web:idkeé

Deze share is wachtwoordbeveiligd
[Wa:hlmrd

2

. WebOké Cloud - Veilig samenwerken in je eigen cloud

Anyone who opens the link enters the password first

Tip: don't send the password in the same message as the link. For example, email the link
and send the password via text message or WhatsApp, or agree on it over the phone.

After the expiration date, the link stops working. So you don't need to remember to
remove it yourself. If you want to stop it earlier, choose Unshare from the link's menu.
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9.4 Using a watermark

A watermark is a light piece of text or an image placed diagonally or straight across every
page, for example "DRAFT" or "CONFIDENTIAL". This way, anyone reading or printing the
document immediately sees that it's not a final version, or that it shouldn't be shared
further. Handy before you share a document.

Adding a watermark

1. Open the document and go to the Layout tab.

2. Click the Watermark button (1), on the right of the tab: the sheet with the letter A.

If your screen is wide enough, the word Watermark appears underneath it. Choose
Custom watermark.

oo e demo.webokecloud.nlfindex.php/apps/files/7dir=/WebOké&openfile=true
PrapE ¥

web ke

B Bestand  Start  Invoegen Tekenen Paginadindeling  Verwijzingen Samenwerking  Beveiliging Beeld Samenwerken voorbeeld.... & Bewerken -+ Sipelen W Q @ X

=] D =] i (-] i S5 | Lnkerinspringing Oem Afstand voor 0 cm

. : o B e B
Marges Oriéntatie Grootte Kolommen Pagina-eindes Regelnummers % %
=] " - 4 gina- = . Rechter inspringing Ocm -  Afstandna  0.28 cm | Al - -

hangepast watermerk
[ F TR E RO L ORS C C e & e T Regelafs
Meerdere  WetErmerk verwideren
Afstand tussen alinea's
Voor Na

028em D

b en
= tu a's met dezeifd
bﬁene Weboke Clﬂud 5:islsﬂllzulnss;ne ifde
Voor: Bloemisterij Het Zonnetje, Lav. mevrouw J, Bakker Inspringen
Datum: 22 oktober 2026 Offertenummer: WO-2026-1042 Hois
oem
Speciaal
Beste meviouw Bakker, igeen)
Hartelijk dank voor uw interesse in WebOke Cloud. Met Nextcloud en Euro-Office werkt uw | Achtamgrandideir
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in S
Europa. Geavancearda instellingen
tonen

Omschrijving Aantal Prijs per maand
Nextcloud Max (1 TB opslag) 1 €995

Office Suite-licentie Euro-Office 5 €1250

Overzetten bestaande bestanden 1 gratis

Totaal per maand €2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendeljjke groet,
Team WebOké

Pagina 1vanl 5= Aantal woorden Nederlands - Nederland « & [&]

De knop Watermerk op het tabblad Pagina-indeling

The Watermark button

3. Choose Text watermark (1).

4. Under Text, type your own text (2), or choose a text from the list. With Language,
you decide which language the ready-made texts in the list are shown in.

5. Choose the font, the colour and whether the text is semi-transparent. Under
Layout, choose Diagonal or Horizontal.

6. Click OK.
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[ X X | a8 demo.webokecloud.nlfindex. phpfapps/files/?dir=/WebOkéRopenfile=true

web:

ke

Beveiligi Beeld

B Bestand  Start  Invoegen Tekenen  Pagi

B e 8 ¥ O B

=5 Linkerinspringing ©0cm

Marges Oriéntatie Grootte

S | 9 & § v v

|<1|||1-i|g---x-| O SIS )

DU o

web ke

Voor: Bloemisterj Het Zonnetje
Daturm: 22 oktober 2026 Offer

e 4

Beste mewrouw Bakker,

Hartelijl dank voor uw interesse
team veilig samen aan docume

g
Nextcloud Max (1 TB opslag)
[ Office Suite-licentie Euro-Offic
[Overzetien bestaande bestant
Totaal per maand

bfferte WehO'@) -

*  Rechter inspringing 0 cm

CRCR OO SCMCRCE T RS NS ¥ DN TN E T €

Watermerk instellingen
geen
Tekst watermerk

Taal Tekst

Afstand voor ‘0 cm

Afstandna  0.2Bcm

[IRE S TN}

English « | VERTROUWELIK o

Letteitype

v| semi-transparant

Indefing

® Diagonaal Honzontaal
Afbeelding watermerk
schaal

l "‘:.‘W

I3+ T % R [T

Team WehOké

T=15 & fidr s a3 1

Paginalvanl &= Aantal woorden

Setting up the watermark

Wij horen graag of u met deze offerte akkoord gaat. Met vriendeljke groet,

Nederlands - Nederland ~ @ @ 55 -

The watermark now appears on every page of the document.
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[ X X | a8 demo.webokecloud.nlfindex. phpfapps/files/?7dir=/WebOkégopenfile=true

B Bestand  Start  Invoegen Tekenen Paginadindeling  Verwijzingen Samenwerking  Beveiliging Beeld Samenwerken voorbeeld.... 2 = 8 pelen

=] D ) -I' L = 3 inker inspringing em . Afstand voor 0 em
Ll i [ [ *

[y  Marges Oriéntatie Grootte Kolemmen Pagina-eindes Regelnummers
o . - - -

Rechter inspringing Dcm . Afstandna  0.2Bcm

[ICE XA & TR T OO MR L0 DNLE Regelafstand
Meardere 125
Afstand tussen alinea's
Voor Na
ocm o p2Bem D

7} Geen interval toevoegen

bfferte Weboké Cloud tussen alinea's met dezeifde

stijl

Voor: Bloemisterij Het Zonnetje, Lav. mevrouw J, Bakker s —

Datum: 22 ocktober 2026 Offertenummer: WO-2026-1042 L_II'"E _ Rechts
Dem Dem
Speciaal

Beste mewouw Bakker, igeen) e

Hartelijlc dank voor uw interesse in WebOke Cloud, Met Nextcloud en Euro-Office werkt uw —
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in
Europa.

v | Achtergrondkleur

Geavanceerde instellingen
tonen

Omschrijving Aantal Prijs per maand
Nextcloud Max (1 TB opslag) 1 €995

Office Suite-licentie Euro-Office 5 €1250

Overzetten bestaande bestanden 1 gratis

Totaal per maand €2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendeljke groet,

Team WebOké

Paginalvanl 5= Aantal woorden Alle wijzigingen zijn opgeslagen Nederlands - Nederland « & [&] 5 BE [ [1 — Zoomen100% +

De offerte met het watermerk VERTROUWELIJK WebOké Cloud met Euro-Office

The document with a watermark

Prefer a logo as your watermark? Then choose Image watermark and Select image:
from your computer, from your Nextcloud, or via a web address. Under Scale, set the size.

Removing a watermark
On the Layout tab, click Watermark and choose Remove watermark.

Please note: a watermark is part of the document itself. It makes clear that something is
confidential, but it doesn't protect the document. Anyone who is allowed to edit the
document can also remove the watermark. So share using View only if the recipient
shouldn't be able to make changes, or send a PDF (see Printing and saving as PDF).
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9.5 Sharing with someone outside your

organisation

A client, your accountant or a volunteer doesn't have an account in your WebOké
Nextcloud. You can still work together with them. There are two ways to do this.

Method 1: a public link (most common)

Create a public link as described in Creating a public link (view or edit), preferably add a
password and expiry date (Password and expiration date on a link), and send the link to
the recipient. If the recipient should be able to edit as well, choose Can edit.

The recipient clicks the link and the document opens in Euro-Office in the browser. No

account or program is needed. If the link has a password, the recipient enters it first. Euro-
Office then asks for a name (1). This name appears next to the changes, comments and in
the chat. If the recipient doesn't enter anything, they appear as Guest.

[ L X & demo.webokecloud.nlfindex.php/s/Yx|TeFyheEREmPaTopendetalls=

B Bestand Stat  Invoegen  Tekenen

Paginalvan1 3 Aantal woorden

Pagina-indeling  Verwijzingen  Samenwerking  Beeld Samenwerken voorbeeld. docx

i= % q . Ve werking moe
o | Lijstalinea Sterk Kop 6 o jan van Bloemister]] Het Zonnet

) Vraag me niet nog een keer

R e T SR O T O CO. -

Vioor: Bloemisterij Het Zonnetje, La.v. mevrouw J, Bakker

Datum: 22 okiober 2026 Offertenummer: WO-2026-1042

Beste mevrouw Bakker,

Hartelijk dank voor uw interesse in WebOké Cloud. Met Nextcloud en Euro-Office werkt uw
team veilig samen aan documenten, sp enpl met al tw geq n
Europa.

Omschrijving Aantal Prijs per maand
MNextcloud Max (1 TB opslag) 1 €995

Office Suitedicentie Euro-Office 5 €1250

Overzetten bestaande bestanden 1 gratis

Totaal per maand €£2245

‘Wij horen graag of u met deze offerte akkoord gaat. Met vriendelijke groet,

Team WebOké

Nederiands - Nederland « & [E]

What the recipient of the link sees

Are you in the document at the same time? Then you work together just like with a
colleague: you see each other's changes immediately (see Working on a document at the

same time).
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Method 2: sharing via External shares

In the sharing sidebar, type an email address (1) in the field under External shares and
select the address with the envelope icon from the list (2). Just as with a colleague, you
then choose what the other person is allowed to do and click Save share. Your WebOké
Nextcloud creates a personal link for that person and sends it by email. This way, you can
see exactly who you've shared the file with in the sharing sidebar, and you can unshare
per person.

[ E X | 8 demo.webokecloud. nlfindex. php/apps/files/7dir=/WebOkégopendetails=ti

3 Alle bestande >

Naam

Zoek hier

|2 Alle bestanden

& Persoonlijke bestanden Aanmeldformulier WebOké.pdf 23KE 2 uur geleden

£ Hmeart Begroting 2027 WebOké. xIsx 8 3 uur geleden

+r Favorieten
" Klantenoverzicht WebOké xlsx * e 7 KB 3 uur geleden

+£ Shares
Miin eerste document.docx 7KB 4 uur geleden
[ Teammappen _ _ ) Samenwerken voorbeeld.d...
€ Markering Hietnvshiiet WenDkE novembendoc FAlur.gpieden 35 KB = 1 minuut geleden + Anne de Groot

G Exteme opslag Offerte WebOkeé Cloud.docx e 3 uur geleden

< Q 4 Io!

12 Mapboom Presentatie WebOké Cloud 2027 .pptx 48 e 1 2 uur geleden Delen Chat Activiteit Versies

00008 8 2 8 8 n
@

Samenwerken voorbeeld.docx  Gedeeld e2 o 3I5KE 1 minuut ge... Lisa de Wit

8 bestanden 281 K jan@example.com -
jan@example.com

jan
op example.com

Delen met een Deck kaart

jan@example.com| o

Delen link

@ Verwijderde bestanden

® 405 KB van 1 TB gebruikt Aanvullende shares (O

@ Instellingen voor bestanden

Sharing with someone outside your organisation

Does the other person also use Nextcloud, for example at a different company? Then type
their federated Cloud ID, which looks like name@cloud.example.com. The file then
simply appears in the other person's Nextcloud.

Sharing safely with people outside your organisation

« Only grant editing rights if it's really necessary. For reading along, View only is
enough.

» Add a password and expiry date to the link (Password and expiration date on a link).

« Share the file itself rather than an entire folder, unless the other person really needs
to see everything in that folder.

» Use a watermark if the document is confidential (Using a watermark).

» Done? Choose Unshare in the link's menu.
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Tip: everything stays in your own WebOké Cloud, in Europe. You don't send copies around,
so you always know which version is the latest.
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On your computer and on
the go
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10.1 Euro-Office as a program on your computer:
what is it and when do you use it?

Euro-Office simply works in your browser: you open a document in your WebOké Nextcloud
and get started. Would you rather work with a program on your computer, just like with
Word, Excel or PowerPoint? Then install the free program Nextcloud Office. That's Euro-
Office as a program for Windows, Mac and Linux, made by Nextcloud.

What can you do with it?

o Open, create and edit documents (docx), spreadsheets (xIsx), presentations (pptx)
and PDFs. Older formats such as doc, xlIs and ppt and LibreOffice formats (odt, ods,
odp) also open fine.

« Edit files on your own computer, even when you don't have internet access for a
while, for example on a train.

« Connect the program to your WebOké Nextcloud. Then you open your files from the
cloud directly in the program and work together with colleagues who are working in
the browser. See Linking the program to your WebOké Nextcloud and Working
together with colleagues in the browser and the program.

The buttons and menus are the same as in the browser. So everything you read in this
manual about text documents, spreadsheets, presentations and PDFs also applies to the
program.

Where do you download it?

Our download page www.weboke.nl/download brings together all apps and programs for
your WebOké Nextcloud: Nextcloud Office (1), the synchronisation app Nextcloud Files (2),
and the Nextcloud app for your phone and tablet (3). Our buttons always point to the
latest version, and you download directly from the maker, from download.nextcloud.com.
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a8 www.weboke.nl/download

Webhaosting ~ Domainen

NEXTCLOUD

Producten Support Tools

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

Windows x64 =l Windows ARMG4
® 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.

o 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 geen internet hebt

A LUinux (Applmage)

Versie 3500  Instalteren op Windows

Instafleren op de Mac

DAVxS

Agenta en contacten op Android

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

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

Al Builder [N

& 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

The program is also available on Nextcloud's official page: nextcloud.com/install, under
Download for desktop and then Nextcloud Office.
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& nextcloud.comfinstall/#desktop-office

Products Solutions Resources Partners Community About Download JEESEIEFVIUETEE ) @ EN

Q Nextcloud Talk

D B Nextcloud Office

Download for desktop Edit your files locally and save the changes back to your Nextcloud while collaborating with others,

whether they're working in their own desktop clients, on mobile, or frem the browser.

Connect to your Nextcloud from Windows, mac0S =
or Linux. = Windows v ‘ & macOs |

More about clients >

o,; Integrations apps

[E Documentation and source code

BB Nextcloud Files

The same downloads at nextcloud.com/install

Which computers are supported?

Computer Version Download

Windows, regular PC or laptop (Intel or AMD) Windows x64 Windows x64

Windows with an ARM processor (for example a Copilot+ Windows Windows ARM64

PC with Snapdragon) ARM64

Mac with Apple Silicon (M1 and newer) macOS macOS (Apple
Silicon)

Linux: Ubuntu, Debian, Linux Mint .deb Linux .deb

Linux: Fedora and similar .rpm Linux .rpm

A Mac with an Intel processor isn't supported. On such a Mac, you simply work in the
browser.

Browser or program: which do you choose?

In the browser Nextcloud Office program

Installation Not needed Once, per computer
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Works without internet No Yes, for files on your computer
Working together with Yes Yes, if you open the file from your
colleagues connected Nextcloud

Phone and tablet Yes, in the browser or the No

Nextcloud app

Updates Automatic, by WebOké The program notifies you of a new
version itself

Tip: not sure? Start in the browser. That works on any computer and you don't need to
install anything. The program is especially handy if you often work without internet or
prefer a separate window.
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10.2 Downloading and installing on Windows (x64
and ARM64)

This is how you set up Nextcloud Office on a Windows computer. The installation file is
around 600 MB.

Which version do you need?
Nextcloud Office is available for 64-bit Windows in two versions:

« Windows x64 (1): for almost all PCs and laptops, with an Intel or AMD processor.
« Windows ARMG64: only for computers with an ARM processor, such as laptops with
a Snapdragon chip.

Not sure which one you need? Click Start, then Settings, System and About. Under
System type you'll see "x64" or "ARM". If you're using an older 32-bit version of Windows,
the program won't work; use the browser instead.

eee & wwwweboke nl/download#nextcloud-office

“b{_”(e Webhosting ~ Domeinen Producten Support Tools Al Builder * 46 =] £ Mijn Account —

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

Nextcloud Office Nextcloud Files Nextcloud-app
Euro-Office op je computer Synchronisatie-app voor je computer 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 prograrmima op je computer, computer en je Nextcloud. Je bestanden staan sutomatisch 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 Eura-Office.

bestanden direct uit je Nexicloud en werkt samen even geen internet hebt
met collega’s in de browser. Voor de Mac is er een [ Google Play
versie voor Apple Silicon (M1 en nieuwer) 2 Windows m
0 F-Droid
o I8 Windows x64 =8 Windows ARMG4 A Unux (Appimage)

Instellen op iPhone  Instellen op Android
o & macOS (Apple Silicon) me versie 3500  Installeren op Windows
m Installeren op de Mac

Handieiding

Nextcloud Talk DAVx5

Chatten en videobellen Agentda en contacten op Android

Chat en videobel veilig met je collega's en gasten, Synchroniseer je Nextcloud-agenda en -contacten
via e eigen Mextcloud. met de agenda- en contacten-app van je Android-

telefoon
0 Soedla Pley
0 Google Play 0O F-Droid
O F-Droid
Zo installeer je het

Choose Windows x64 (1), macOS (2) or Linux (3)

Downloading

1. Go to www.weboke.nl/download.
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2. Under Nextcloud Office, click Windows x64 or Windows ARM64. You can also
use these links directly: Windows x64 or Windows ARMG64.

3. The file ends up in your Downloads folder. It's named something like Nextcloud-
Office-DesktopEditors-latest-windows-x64.exe.

Installing

1. Double-click the downloaded file.

2. Windows asks whether the program may make changes. Click Yes. You'll need
administrator rights on the computer for this.

3. Follow the steps in the installer. You can leave the suggested settings as they are.

4. After installation, you'll find Nextcloud Office in the Start menu.

The first time you start it, you'll see the start screen. On the left you'll find options such as
Create new, Recent files, Open local file, Connect to cloud and Settings. You can
read how to connect the program to your WebOké Nextcloud in Linking the program to
your WebOké Nextcloud.

Language and display

Is the program showing in another language than you'd like? Click Settings on the left
and choose your language under Interface language. The new language takes effect
after you restart the program. Under Interface theme, choose light, dark, or the same as
your system.

Updating

The program can check for new versions itself. Under Settings, use Updates to decide
whether this happens automatically or whether you're notified first. You can also always
download the latest version via the button on our download page and install it over the old
one.

Please note: on a work computer, you often can't install programs yourself. In that case,
ask your system administrator, or work in the browser.
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10.3 Downloading and installing on Mac (Apple
Silicon)

Nextcloud Office is available for Macs with an Apple chip: M1, M2, M3, M4 and newer. The
installation file is around 1 GB in size, so downloading may take a while.

Do you have a Mac with Apple Silicon?

Click the Apple menu in the top left and choose About This Mac. If it shows "Apple M1" or
higher next to Chip, you can use Nextcloud Office. If it shows Processor with "Intel", you
have an Intel Mac. There's no version for that, so work in the browser instead.

Downloading and installing

1. Go to www.weboke.nl/download and click macOS (Apple Silicon) next to
Nextcloud Office. Or use this direct link: macOS (Apple Silicon).

2. Open the downloaded file Nextcloud-Office-DesktopEditors-latest-macos-
arm64.dmg in your Downloads folder.

3. A window opens with the program. Drag it to the Applications folder.

4. Open the program from Applications or via Launchpad. The first time, your Mac will
ask whether you want to open a program downloaded from the internet. Click Open.

5. Then eject the dmg disk image in Finder. You can delete the dmg file itself.

The program is signed and verified by Apple, so you don't need to change any security
settings.
After installation

You'll see the start screen with Create new, Recent files, Open local file, Connect to
cloud and Settings on the left. Under Settings, you choose the Interface language and
the Interface theme, and how the program handles Updates. Then link your WebOké
Nextcloud, see Linking the program to your WebOké Nextcloud.

Tip: want docx and xlIsx files to always open in Nextcloud Office from now on? Set this up
via the file's information in Finder, under Open with, and apply it to all files of that type.
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10.4 Downloading and installing on Linux (deb and
rpm)

For Linux, Nextcloud Office is available as a .deb package (Ubuntu, Debian, Linux Mint and
similar) and as a .rpm package (Fedora and similar). Choose whichever suits your Linux
system.

Your Linux Package Download (x64)
Ubuntu, Debian, Linux Mint, Pop! OS .deb Linux .deb
Fedora and other systems with dnf .rpm Linux .rpm

Our download buttons are for standard 64-bit PCs (x64). Do you have a computer with an
ARM processor (arm64 or aarch64)? Then use the package repository below, as it has both
versions.

Installing with a downloaded package

On many Linux versions, you simply double-click the downloaded file and install it with the
software store. Prefer the terminal? Go to the Downloads folder and type:

« Ubuntu and Debian: sudo apt install ./Nextcloud-Office-DesktopEditors-latest-
linux-x64.deb

» Fedora: sudo dnf install ./Nextcloud-Office-DesktopEditors-latest-linux-
X64.rpm

After that, Nextcloud Office appears in your menu of programs.

Installing via the package repository (with automatic updates)

Nextcloud has its own package repository. The advantage: the program gets updated
along with your regular system updates, and it works on both x64 and ARM64.

Ubuntu and Debian:

1. sudo install -d -m 0755 /etc/apt/keyrings

2. sudo curl -fsSL https://download.nextcloud.com/office/repo/nextcloud-
office.asc -o /etc/apt/keyrings/nextcloud-office.asc

3. echo "deb [signed-by=/etc/apt/keyrings/nextcloud-office.asc]
https://download.nextcloud.com/office/repo/deb stable main" | sudo tee
/etc/apt/sources.list.d/nextcloud-office.list

4. sudo apt update and then sudo apt install nextcloud-office-nextcloudoffice

Fedora: create the file /etc/yum.repos.d/nextcloud-office.repo with this content:

[nextcloud-office]
name=Nextcloud Office
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baseurl=https://download.nextcloud.com/office/repo/rpm/stable/$basearch
enabled=1

gpgcheck=1

repo_gpgcheck=1
gpgkey=https://download.nextcloud.com/office/repo/nextcloud-office.asc

Then type sudo rpm --import
https://download.nextcloud.com/office/repo/nextcloud-office.asc and sudo dnf
install nextcloud-office-nextcloudoffice.

These steps come from the official documentation of Euro-Office. Then connect your
WebOké Nextcloud, see Linking the program to your WebOké Nextcloud.

Please note: don't install both the downloaded package and the package from the
package repository. Choose one method, otherwise you'll end up with the program
installed twice.
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10.5 Linking the program to your WebOké
Nextcloud

Link your Nextcloud Office to your WebOké Nextcloud, and you can open your cloud files
directly in the program. Whatever you save goes straight back to your Nextcloud, and
colleagues can work on it at the same time.

What do you need?

« The address of your Nextcloud. This is the address you see in the browser when
you're logged in, without the part after the name. In this guide, it's
https://demo.webokecloud.nl; for you, it might be https://cloud.jouwbedrijf.nl
or an address ending in webokecloud.nl.

e Your username (or email address) and your regular password for your Nextcloud.

» If you use two-factor authentication: your phone or mailbox for the code.

Making the connection

1. Open Nextcloud Office and click Connect to cloud on the left.

2. Choose Nextcloud from the list of clouds.

3. Under Cloud office URL, enter the address of your Nextcloud, for example
https://demo.webokecloud.nl.

4. Click Connect now.

5. The login screen for your WebOké Nextcloud opens in the program. Log in with your
username and password, and enter the two-factor authentication code if asked.

6. You'll now see your files, just like in the browser. From now on, your Nextcloud
appears on the left under Connected clouds.

Click a document and it opens in a tab in the program. Any changes you make are saved
to your Nextcloud. The next time you open the program, just click your Nextcloud on the
left to go straight back to your files.

Please note: in the program's login window, log in with your regular password, not an
app password. An app password won't work in this window. Pasting from a password
manager often doesn't work here either, so type your password yourself. And if you
normally only log in with a passkey or security key (Log in without a password), use
your password in the program instead.

Do you see the message Check the cloud office URL? Then check the address: it should
start with https://, with no spaces and nothing like /apps/files added after it.

Which devices have access? Check Security

In your WebOké Nextcloud, you can always see which computers, phones and apps have
access to your account. Here's how:

Euro-Office guide - www.weboke.nl 169 /298



WebOké

1. In your Nextcloud, in the browser, click your profile photo at the top right (1) and
choose Settings (2).
2. Click Security on the left.

[ E X | & demo.webokecloud nlfindex. phplappsffilesfappsifiles/files?dir=/WebOké

Zoek hier

[J Alle bestanden 3  WebOké ~ [ Aangepast Anne de Groot

Bekijk profie

|2 Alle bestanden Naam = e

& Persoonlijke bestanden Aanmeldformulier WebOké pdf - Status instellen

£ Recent & wlc
Begroting 2027 WebOke. xlsx Weergave en toegankelijkheid

+r Favorieten

<

2
Gevorderd Adressenlijst. xlsx o = Instellingen
+& Shares
2

Gevorderd Jaarverslag.docx Help & privacy

B Teammappen

€ Markering Gevorderd Uitnodiging.docx Afmelden

Q Extemne opslag Klantenoverzicht WebOké, xlsx - 1; 43 minuten ..

I8 Mapboom

¢

Mijn eerste document.docx TKB 2 uur geleden
Nieuwsbrief WebOké november.docx 33 K 1 uur geleden

Offerte WebOké Cloud.docx 35 KB 1 uur geleden

Presentatie WebOké Cloud 2027 .pptx 2 | 33 minuten ..

O
O
O
O
O
O
O
O
O
O
O
O
O

Samenwerken voorbeeld. docx Gedeeld 48 - 1 minuut ge...

11 bestanden

@ Verwijderde bestanden

® 281 KB van 1 TB gebruikt

& Instellingen voor bestanden

Click your profile photo (1) and then Settings (2)

On the Security page (1), under Devices & sessions (2), you'll see all the browsers,
computers, phones and apps logged in to your account, along with when they were last
active. Lost a laptop or phone? Click the three dots next to that device to revoke its
access.
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Security (1), Devices &amp; sessions (2) and the button for an app password (3)

What is an app password?

An app password is a separate password for a single app. That way, an app doesn't need
to know your real password, and you can revoke that one app's access without changing
your own password. The Nextcloud app on your phone and the sync app on your computer
create this kind of password themselves when you log in through your browser; you'll then
see them in the list.

You only need to create an app password yourself for an app that can't show a login screen
for your Nextcloud, for example a calendar app or a program that connects via WebDAV: at
the bottom, under App name, type a name you'll recognise and click Create new app
password (3). You'll only see the password once, so copy it straight into that app. You
don't need an app password for Nextcloud Office.

Tip: opening a document from the cloud works through your WebOké Nextcloud, just like
in the browser. If you can't edit documents in the browser, it won't work in the program
either. In that case, ask your Nextcloud administrator to give you access to Euro-Office,
see Ordering and assigning Office licences to users.
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10.6 Working together with colleagues in the
browser and the program

Are you working in the Nextcloud Office program while your colleague works in the
browser? Then you can both work in the same document at the same time, just like two
colleagues who are both working in the browser. Condition: you open the document from
your connected Nextcloud in the program (see Linking the program to your WebOké
Nextcloud).

How it works

1. In Nextcloud Office, open your Nextcloud on the left under Connected clouds.

2. Open the shared document. Your colleague opens the same document in the
browser.

3. You'll see each other's cursor and changes. Comments, mentions, tracked changes
and the chat work as described in chapter 8. See Working on a document at the
same time and Fast or Strict: the two co-editing modes.

A colleague who doesn't have access to the file can't work along. Share the file first, see
Sharing a document with a colleague.

Files on your own computer

If you open a file stored on your own computer (with Open local file or by double-clicking
it in your Explorer or Finder), you're working alone. Nobody sees your changes until you
save the file and it's uploaded to your Nextcloud.

This also applies to files in the folder of the Nextcloud Files sync app (Working with the
Nextcloud desktop app (synchronisation)). The app only puts the file in your Nextcloud
after you save it. If a colleague is working on the same file in the browser in the meantime,
a conflict arises: two versions side by side.

You open the file Work together at the Without
same time internet

In the browser Yes No

In the program, from your connected Nextcloud Yes No

In the program, from your own computer or No Yes

from the sync folder

Please note: always work on a shared file that colleagues are also working on through
the browser or through your connected Nextcloud in the program, not through the sync
folder. This prevents duplicate versions. Did it happen anyway? In Version History:
restoring an older version you can read how to restore an older version.

Euro-Office guide - www.weboke.nl 172 /298



WebOké

10.7 Euro-Office in the Nextcloud app on your
phone or tablet

You can access your documents on the go too. With the free Nextcloud app on your phone
or tablet, you can view and edit your files, and automatically upload your photos, for
example.

& www.weboke nl/download#nextcloud-mobiel

Webhosting ~ Domeinen

webfke .

Producten Support Tools

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 Nexicloud en werkt samen
met collega's in de browser. Voor de Mac is er een
versie voor Apple Silicon (M1 en nieuwer)

8 Windows x64 =8 Windows ARMG4

& Linux.rpm

T

Handieiding

Nextcloud Talk

Chatten en videobellen

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

) ok By

e telefoon of tablet op de downloadpagina

Nextcloud Files

Synchronisatie-app voor je computer

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

=
A Unux (Appimage)

Viersie 3500  Installeren op Windows

Installeren op de Mac

DAVxS

Agenda en contacten op Andraid

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

Zo installeer je het

The Nextcloud app (1) for iPhone, iPad and Android

Installing the app

Device

iPhone and iPad

Android

Where

App store

Al Builder D

£ 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
Eura-Office.

Instellen op iPhone  Instellen op Androld

Google Play or F-Droid

All the links are also on www.weboke.nl/download. Choose the app simply called
Nextcloud, with the blue logo featuring three circles.

Logging in

1. Open the app and tap Log in.
2. Enter the address of your Nextcloud, for example https://demo.webokecloud.nl.
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3. The login screen of your WebOké Nextcloud opens. Log in with your username and
password, and enter the two factor authentication code if prompted.

4. Grant the app access. The app automatically creates an app password; you'll then
see your phone listed under Devices & sessions (see Linking the program to your
WebOké Nextcloud).

You'll find detailed instructions with screenshots in our knowledge base: Setting up the
Nextcloud app on iPhone and Setting up the Nextcloud app on Android.

Opening and editing a document

In the app, tap a document, spreadsheet or presentation. The app opens it in Euro-Office,
the editor in your WebOké Nextcloud, in a view suited to a small screen. You can read,
type, view comments and collaborate with colleagues. Your changes are saved straight to
your Nextcloud.

Or just use your phone's browser

You can also work without the app: open the browser on your phone (Safari, Chrome or
another), go to the address of your Nextcloud and log in. You'll see your files in a view
designed for your phone. Tap a document and it opens in Euro-Office, initially for reading.
Tap the pencil in the bottom right corner (1) to start editing.

e e a8 demo.webokecloud.nlfindex. phpfapps/files/7dir=/WebOkégopenfile=true
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|Office
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O
O
a
O
O
O
O
a
O
O
O -
O
O

Samenwerken voorbeeld.docx
11 bestanden . _
(bestanden
|Totaal per maand 1 € 22,45

‘Wi horen graag of u met deze offere akko.
Met viiendelijke groet,

Onderweg: je WebOké Nextcloud en een decument op een telefoon

Your files on the left, an open document on the right; tap the pencil (1) to start editing
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Tip: a phone screen is small. That's fine for a quick read through or a small change. For

bigger tasks, such as formatting a long text or building a large spreadsheet, you'll find it
easier to work on a computer or tablet.

Note: lost your phone? In your Nextcloud, revoke that device's access via Settings,
Protection and Devices & sessions. See Linking the program to your WebOké
Nextcloud.
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10.8 Working with the Nextcloud desktop app

(synchronisation)

With the free sync app Nextcloud Files, your files from your WebOké Nextcloud appear in
an ordinary folder on your computer. Whatever you change in that folder automatically
goes into your Nextcloud, and the other way round. This way, you can also access your
files without an internet connection.

eae

& www.weboke nl/download#nextcloud-files
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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 Nexicloud en werkt samen
met collega's in de browser. Voor de Mac is er een
versie voor Apple Silicon (M1 en nieuwer)
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Handieiding

Nextcloud Talk

Chatten en videobellen

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

o Nextcloud Files

Synchronisatie-app voor 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 Unux (Appimage)

Versie 35.0.0  Installeren op Windows

Installeren op de Mac
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Agenda en contacten op Android

Synchroniseer je Nextcloud-agenda en -contacten
met de agenda- en contacten-app van je Android-
telefoon
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Nextcloud Files (1): the sync app for Windows, Mac and Linux

Downloading

Al Builder [EEN

* 46 v 2 Mijn Account —

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 Androkd

Computer System requirements according to Nextcloud Download
Windows Windows 10 (version 1809 or newer) or Windows 11, 64-bit Windows

Mac macOS 13 or newer macOS

Linux 64-bit (x86_64), as Applmage Linux (Applmage)

Our buttons always point to the latest version. For older Macs (macOS 11 or 12), Nextcloud
has an older version available at nextcloud.com/install.
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Installing and logging in

1. Install the app and start it.
2. Choose to log in and enter the address of your Nextcloud, for example

https://demo.webokecloud.nl.
3. Your browser opens the login screen of your WebOké Nextcloud. Log in, enter the

two-factor authentication code if needed, and grant the app access.
4. Choose which folders you want on your computer and where the folder should go.

Step by step with screenshots: Installing Nextcloud Files on Windows and Installing
Nextcloud Files on the Mac.

Syncing and Nextcloud Office together

« If you double-click a docx, xIsx or pptx file in the Nextcloud folder, it opens in the
programme associated with that file type. This could be Nextcloud Office, but also
Word or LibreOffice.

« When you save, the sync app puts the file into your Nextcloud. However, you're then
working alone: colleagues only see your changes once you've saved.

« Want to work on a file with colleagues at the same time? Open it in the browser or,
via your connected Nextcloud, in Nextcloud Office. See Working together with
colleagues in the browser and the program.

Please note: do you see a file in your folder with "conflict" in the name? Then the file was
changed in two places at once. Check which version you want to keep and delete the other
one. Read more about saving and syncing issues in Saving or syncing isn't working.

Tip: don't need all your files on your computer? In the app, only enable the folders you
actually use. That saves space on your disk.
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Shortcuts and tips
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11.1 Handy keyboard shortcuts for all editors

With keyboard shortcuts, you work a lot faster than with the mouse. You probably already
know many of them from Word or Excel: in Euro-Office, they work in almost exactly the
same way. This article lists the shortcuts that work in all four editors: the word processor,
the spreadsheet editor, the presentation editor and the PDF editor.

On Mac, you usually use Cmd where Windows uses Ctrl, and Option where Windows uses
Alt. For many shortcuts, Control also works on Mac instead of Cmd. If "none" is shown for
Mac, that action has no fixed shortcut on Mac.

File, saving and printing

What Windows and Linux Mac

Save Ctrl+S Cmd + S

Print Ctrl+P Cmd + P

Download as (choose a different format) Ctrl + shift + S Cmd + Shift + S
Open the File menu Alt + F Control + Option + F

Undo and the clipboard

What Windows and Linux Mac

Undo Ctrl+ 2z Cmd + Z
Redo Ctrl+Y Cmd +Y
Cut Ctrl + X or Shift + Delete Cmd + X
Copy Ctrl + CorCtrl + Insert Cmd + C
Paste Ctrl + Vor Shift + Insert Cmd + V
Select all Ctrl +A Cmd + A

Search, comments and chat

What Windows and Linux Mac

Search Ctrl +F Cmd + F

Find and replace Ctrl +H Control +H
Open the Comments panel Ctrl + sShift +H Cmd + Shift + H
Add a comment Alt +H Cmd + Option + A
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Open chat Alt +Q Control + Option + Q

Formatting text

What Windows and Linux Mac

Bold Ctrl+B Cmd + B
Italic Ctrl+1I cmd + I
Underline Ctrl+ U Cmd + U
Subscript (small letters below the line) Ctrl+ . Cmd + .
Superscript (small letters above the line) Ctrl+, Cmd + ,
Insert a hyperlink Ctrl +K Cmd + K

Zooming and menus

What Windows and Linux Mac

Zoom in Ctrl + + (numeric) or cmd + =
Ctrl + =

Zoom out Ctrl + - cmd + -

Back to 100% Ctrl+0 Cmd + 0

Open the context menu (like with the right Shift + F10 Shift + F10

mouse button)

Turn screen reader support on or off Ctrl +Alt +2Z Cmd + Option
+ Z

Tip: zoom using Euro-Office's buttons or shortcuts, not your browser's zoom. If your
browser isn't set to 100%, Euro-Office may ask you to reset your browser's zoom with Ctrl
+ 0.

View all shortcuts yourself

Euro-Office has a window showing all the shortcuts for the editor you're working in. Here's
how to open it:

1. Click the File tab and choose Advanced Settings.
2. Scroll down. Under Keyboard Shortcuts, click Customize (1).
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Under Keyboard Shortcuts, click Customize

You'll now see a list of all actions and their keys. Type
to find something quickly. The names in the list are technical names, partly in English, such
as ApplyHeadingl for the Heading 1 style. Click a row: under Description you'll see what

the shortcut does.
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A shortcut with a padlock after it is fixed. You can change the others yourself in the Edit
shortcut window. Lost track of something? Use Restore All to Defaults to set all
shortcuts back to how they were. Please note: changed shortcuts only apply in the editor
where you changed them. The tables in this guide assume the default keys.

In the spreadsheet editor, the row in the advanced settings is called Keyboard
Shortcuts. The window works the same way.
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The spreadsheet editor's shortcuts

Please note: your browser also uses some keys. If a shortcut doesn't work, your browser
or operating system might intercept it first. In that case, use the button in the toolbar

instead.

Shortcuts per editor

» Keyboard shortcuts for text documents
» Keyboard shortcuts for spreadsheets
» Keyboard shortcuts for presentations

« Keyboard shortcuts for PDF files
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11.2 Tips for working faster in Euro-Office

With a few handy tricks, you can get a lot more out of Euro-Office. Here are our best tips.

1. Control everything with the keyboard using the Alt key

Press Alt once and release it. A letter then appears on every tab and button. Press the
letter of a tab, for example H for Home, and then the letter of the button you want to use.
Press Esc to go back a step.
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Je opent Word-, Excel- en PowerPoint-bestanden met één kiik in je browser. Je hoeft niets Geavanceards installingen
te installeren en je bestanden blijven gewoon in je eigen Nextcloud staan. Wil je toch liever tonen
een programma op je computer? Ook dat kan, voor Windows, Mac en Linux.

Samen werken aan één document|

Met je collega's werk je tegelik aan hetzelfde document. Je ziet direct wie wat doet. Met
opmerkingen en het bijhouden van wijzigingen houd je averzicht, ook als er veel mensen
meelezen.

Alles blijft in Europa

Je bestanden staan in onze elgen datacenters in Nederland. Euro-Office is open source en
wordt ontwikkeld door Europese bedrijven. Zo houd je zelf de regie over je documenten.

Tips voor de feestdagen
Plan je vakantie? Zet een vakantiebericht in je WebOké mail en deel je planning in een
spreadsheet.
AE| 2] 2z
Pagina lvanl = Aantal woorden Nederiands - Nederland

Druk op Alt: bij elk tabblad en efke kne

Press Alt: a letter appears on every button

Don't see any letters? Check under File, Advanced Settings whether Use Alt key to
navigate the user interface using the keyboard is turned on.

2. Use the right mouse button

Right-click on text, a table, an image or a cell. You'll get exactly the options that fit that
spot, such as paste, add a comment, a link or paragraph settings. This is often faster than
searching through the tabs.
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The right-click menu

3. Copy formatting instead of setting it up again

Place the cursor in text with the formatting you want, and press Ctrl + Alt + C (Mac: Cmd
+ Option + C). Then select the other text and press Ctrl + Alt + V (Mac: Cmd + Option +
V). With the mouse, use the button with the paintbrush, see Undo, redo and the clipboard.

4. Paste text without the website's formatting

When you copy text from a website or an email, a strange font or colour often comes along
with it. Paste with Ctrl + Shift + V (Mac: Cmd + Shift + V): the text will then take on the
formatting of your document. This works in the word processor, the presentation editor
and the PDF editor.

5. Work with styles

Give headings in a text document a heading style with A1t + 1, 2 or 3 (Mac: Cmd + Option
+ 1, 2 or 3). Then you can create a table of contents with one click, and jump straight to a
chapter using the navigation panel. See Using styles and headings and Creating an
automatic table of contents.
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6. Find and replace in one go

Does a name or amount need to change in ten places? Press Ctrl + H and replace
everything in one go. Find out how this works in Find and replace.

7. Quick tricks in a spreadsheet

e Alt + = instantly puts a SUM formula in the cell (Mac: Cmd + Option + =).

e F4 turns a cell reference in a formula into an absolute reference, like $A$1. Press
again to cycle through the options.

« Ctrl + ; puts today's date in the cell.

» Select a range, type a value and press Ctrl + Enter: all selected cells will get that
value.

e Ctrl + 1 opens the window for number formatting.

More in Keyboard shortcuts for spreadsheets.

8. Quick tricks in a presentation

e Ctrl + M creates a new slide, Ctrl + D duplicates the selected slide.

» Ctrl + G groups objects, so you can move them all at once.

« While presenting, use Space, Enter or the arrow keys to go to the next slide. Press
Esc to stop.

More in Keyboard shortcuts for presentations.

9. Work in the browser, not on your computer at the same
time

If you're sharing a file, it's best to only open it in Euro-Office in the browser. If you also edit
it at the same time in a program on your computer via syncing, you may get notifications
that the file is locked or has been changed. See Saving or syncing isn't working.

10. Use Euro-Office's own zoom

Zoom with Ctrl + =and Ctrl + - or with the buttons in the bottom right, not your
browser's zoom. Press Ctrl + 0 to return to 100%.
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11.3 Keyboard shortcuts for text documents

These keyboard shortcuts work in the word processor of Euro-Office, for letters, quotes,
reports and other text documents. You'll find the shortcuts that work everywhere, such as
saving and copying, in Handy keyboard shortcuts for all editors.

On a Mac, you usually use Cmd where Windows uses Ctrl, and Option where Windows
uses Alt. For many shortcuts, Control also works on the Mac instead of Cmd. If "none" is
listed for the Mac, that action has no fixed shortcut on the Mac.

Formatting text

What Windows and Linux Mac

Bold Ctrl+8B Cmd + B

Italic Ctrl+1I Cmd + I
Underline Ctrl+ U Cmd + U
Strikethrough Ctrl+5 Cmd + Shift + X
Subscript Ctrl + . Ccmd + .
Superscript Ctrl+, cmd + ,

Increase text size by 1 point Ctrl + ] cmd + ]

Decrease text size by 1 point Ctrl+ [ cmd + [

Clear formatting of the selection Ctrl + Space Cmd + Space
Copy formatting Ctrl + Alt +C Cmd + Option + C
Paste formatting Ctrl + Alt +V Cmd + Option +V
Paste without formatting Ctrl + Shift +V Cmd + Shift +V

Paragraphs, headings and lists

What Windows and Linux Mac

Heading 1 style Alt +1 Cmd + Option
+1

Heading 2 style Alt + 2 Cmd + Option
+ 2

Heading 3 style Alt + 3 Cmd + Option
+ 3
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Bulleted list Ctrl + shift + L Cmd + Shift
+L

Align left Ctrl +1L Cmd + L

Centre Ctrl1+E Cmd + E

Align right Ctrl1+R Cmd + R

Justify Ctrl+1J cmd + J

Increase paragraph indent Ctrl +M Cmd + M

Decrease indent Ctrl + Shift + M cmd + Shift
+M

Move list item one level deeper Tab Tab

(cursor at the start)

Move list item back one level Shift + Tab Shift + Tab

Show or hide non-printing characters Ctrl + shift + 8 or Ctrl + Shift + Cmd + Shift

8 (numeric) + 8
Inserting
What Windows and Linux Mac
Page break Ctrl + Enter Cmd + Enter

New line without a new paragraph
Column break

Page number at the cursor position
Footnote

Endnote

Hyperlink

Equation

Non-breaking space (words stay together)
Non-breaking hyphen

Euro sign

Copyright sign

Registered trademark sign

Trademark sign
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Shift + Enter

Ctrl + Shift + Enter
Ctrl + Shift + P
Ctrl +Alt +F

Ctrl +Alt +D

Ctrl +K

Alt + =

Ctrl + Shift + Space
Ctrl + Shift + -
Ctrl + Alt +E

Ctrl + Alt + G

Ctrl + Alt +R

Ctrl + Alt + T

Shift + Enter

Cmd + Shift + Enter
Cmd + Shift + P
none

Control + Option + D
Cmd + K

Cmd + Option + =
Cmd + Shift + Space
Cmd + Shift + -

Cmd + Option + E
Cmd + Option + G
Cmd + Option + R

Cmd + Option + T
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Ellipsis (three dots)

Ctrl + Alt + .

Update fields, such as the table of contents F9

Moving through the document

What

One word to the left

One word to the right

To the start of the line

To the end of the line

To the start of the document
To the end of the document

To the start of the previous
page

To the start of the next page

One screen down

One screen up

Windows and Linux
Ctrl +

Ctrl + -

Home

End

Ctrl + Home

Ctrl + End

Ctrl + Alt + Page Up

Ctrl + Alt + Page
Down

Page Down

Page Up

Selecting and deleting

Option + ;

F9

Mac

Option +
Option + -
Home or Cmd + —
End or Cmd + -
Cmd + Home

Cmd + End

Cmd + Page Up or Option + Page Up

Cmd + Page Down or Option + Page
Down

Page Down

Page Up

What

Select to the end of the word

Select to the start of the word
Select to the end of the line

Select to the start of the line

Select to the end of the document
Select to the start of the document
Select all

Delete word to the left of the cursor

Delete word to the right of the cursor

Euro-Office guide - www.weboke.nl

Windows and Linux
Ctrl + shift + -
Ctrl + Shift +
Shift + End

Shift + Home

Ctrl + Shift + End
Ctrl + shift + Home
Ctrl + A

Ctrl + Backspace

Ctrl + Delete

Mac

Option + Shift + -
Option + Shift +
Shift + End

Shift + Home

Cmd + Shift + End
Cmd + Shift + Home
Cmd + A

Option + Backspace

Option + Delete
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Tables
What Windows and Linux Mac
Move to the next cell Tab Tab
Move to the previous cell Shift + Tab Shift + Tab
Add a new row (in the last cell) Tab Tab
Split the table Ctrl + Shift + Enter Cmd + Shift + Enter

Tip: the heading shortcuts are handy in combination with the automatic table of contents.
Read more about this in Using styles and headings and Creating an automatic table of
contents.
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11.4 Keyboard shortcuts for spreadsheets

These keyboard shortcuts work in the spreadsheet editor of Euro-Office, for budgets, lists
and overviews. You'll find the shortcuts that work everywhere, such as saving and copying,
in Handy keyboard shortcuts for all editors.

On a Mac, you usually use Cmd where Windows uses Ctrl, and Option where Windows
uses Alt. For many shortcuts, Control also works on a Mac instead of Cmd. If the Mac
column says "none", that action doesn't have a fixed shortcut on a Mac.

Moving around the worksheet

What

Confirm entry and move to the
cell below

Move to the cell above

Move to the cell on the right
Move to the cell on the left
Move to column A of this row
Move to cell Al

Move to the last used cell

Move to the end of the data
downwards

Move to the end of the data
upwards

Move to the end of the data to
the right

Move to the end of the data to
the left

Move to the next worksheet

Move to the previous
worksheet

Selecting

What
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Windows and Linux

Enter

Shift + Enter
Tab

Shift + Tab
Home

Ctrl + Home
Ctrl + End

Ctrl + 1!

Ctrl + 1

End or Ctrl + -

Ctrl + ~

Ctrl + Page Down or Alt +
Page Down

Ctrl + Page Up or Alt +
Page Up

Mac

Enter

Shift + Enter
Tab

Shift + Tab
Home

Cmd + Home
Cmd + End

Cmd + !

Cmd + 1

End or Cmd + -

cmd +

Cmd + Page Down or Option +

Page Down

Cmd + Page Up or Option +
Page Up

Windows and Mac

Linux
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Select the entire column

Select the entire row

Select all

Extend the selection to the end of the data

downwards

Extend the selection to the end of the data to the

right

Extend the selection to the start of the worksheet

Extend the selection to the last used cell

Entering and editing

What

Edit the active cell

New line in the same cell
Cancel entry

Fill all selected cells with the
same entry

Insert today's date
Insert the current time

Drop-down list with values from
the column (in an empty cell)

Clear the contents of the
selected cells

Insert cells

Delete cells

Formulas

What
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Ctrl + Space

Shift + Space

Ctrl + A

Ctrl + Shift

Ctrl + shift

Ctrl + shift

Home

Ctrl + sShift

Windows and Linux

F2
Alt + Enter
Esc

Ctrl + Enter

Ctrl + ;
Ctrl + Shift + ;

Alt + |

Delete

Ctrl + shift + +

(numeric) or Ctrl + Shift

+ =

Ctrl + shift + -

(numeric) or Ctrl + Shift

+ -

Windows and

Linux

Cmd + Space

Shift + Space

Cmd + A
+ 1 Cmd + Shift + ¢
+ - Cmd + Shift + -
+ Cmd + Shift +
Home
+ End Cmd + Shift + End
Mac
F2

Option + Enter
Esc

Control + Enter

Cmd + ;
Cmd + Shift + ;

Option + |

Delete

Cmd + Shift + +

(numeric) or Cmd + Shift

+ =

Cmd + Shift + -

(numeric) or Cmd + Shift

+ -

Mac
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Insert the SUM function

Insert function window

Switch between relative and absolute reference
($A%$1)

Recalculate the entire workbook

Recalculate only this worksheet

Show formulas instead of results

Number format

What

Open the Number format window

General format

Number with two decimals and thousands separator

Currency with two decimals
Percentage without decimals
Date (day, month, year)
Time (hour and minute)

Scientific notation

Formatting, filters and tables

What

Bold

Italic

Underline
Strikethrough

Turn filter on or off

Open the filter window (in the header of a column
with a filter)

Format as table
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Alt + =

Shift + F3

F4

F9

Shift + F9

Ctrl +°

Windows and Linux

Ctrl1+1

Ctrl + shift + °

Ctrl + shift +1

Ctrl + shift + 4

Ctrl + Shift +5

Ctrl + Shift + 3

Ctrl + Shift + 2

Ctrl + shift + 6

Windows and
Linux

Ctrl +B

Ctrl+1

Ctrl+U

Ctrl +5

Ctrl + Shift + L

Alt + |

Ctrl +L

Cmd + Option +

Shift + F3

Fa4

F9
Shift + F9

cmd + °

Mac

Cmd + 1

Cmd + Shift + °
Cmd + Shift + 1
Cmd + Shift + 4
Cmd + Shift + 5
Cmd + Shift + 3
Cmd + Shift + 2

Cmd + Shift + 6

Mac

Cmd + B
Cmd + I
Cmd + U
Cmd + 5
Cmd + Shift + L

Option + |

Cmd + L
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Add a total row to a formatted table Ctrl + sShift + R Cmd + Shift + R

Update the selected pivot table Alt + F5 Option + F5

Update all pivot tables Ctrl + Alt + F5 Cmd + Option +
F5

Tip: in a spreadsheet, Ctrl + Space selects an entire column and Shift + Space selects
an entire row. Handy for quickly formatting or deleting a column.

You can read more about formulas in Formulas and functions: SUM, AVERAGE, IF and
VLOOKUP, and about sorting and filtering in Sort and filter.
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11.5 Keyboard shortcuts for presentations

These keyboard shortcuts work in the presentation editor of Euro-Office. You'll find the
shortcuts that work everywhere, such as saving and copying, in Handy keyboard shortcuts

for all editors.

On Mac, you usually use Cmd where Windows uses Ctrl, and Option where Windows uses
Alt. For many shortcuts, Control also works on Mac instead of Cmd. If the Mac column
says "none", that action doesn't have a fixed shortcut on Mac.

Slides

What

New slide after the
selected slide

Duplicate slide

Delete selected slide (in
the slide list)

Move slide up one
position

Move slide down one
position

Move slide to the
beginning

Move slide to the end

Go to the first slide
Go to the last slide
Go to the next slide

Go to the previous slide

Presenting

What

Start slideshow from the beginning

Next animation or slide

Previous animation or slide
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Windows and Linux

Enter orCtrl + M

Ctrl1+D

Backspace or Delete

Ctrl + 1

Ctrl + !

Ctrl + Shift + Page UporCtrl
+ Shift + 1

Ctrl + Shift + Page Down or
Ctrl + Shift + |

Home
End
Page Down or -

Page Up or —

Windows and Linux

Ctrl + F5
Enter or Space

Page Up or —

Mac

Enter orCmd + M

Cmd + D

Backspace or Delete

Cmd + 1

Cmd + |

Cmd + Shift + Page Up or Cmd
+ Shift + 1

Cmd + Shift + Page Down or
Cmd + Shift + |

Home
End
Page Down or -

Page Up or —

Mac
Cmd + Shift + Enter
Enter or Space

Page Up or «
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Go to the first slide Home Home
Go to the last slide End End
End slideshow Esc Esc

Please note: in some browsers, Ctrl + F5 reloads the page. In that case, start your
presentation using the Start slideshow button. Read more about presenting in Presenting
and Presenter View.

Objects on a slide

What Windows and Linux Mac

Group objects Ctrl +6G Cmd + G
Ungroup Ctrl + shift + G Cmd + Shift + G
Go to the next object Tab Tab

Go to the previous object shift + Tab Shift + Tab
Move object a small step (with the arrow keys) Ctrl+ - cmd + -

Move object a large step (with the arrow keys) - -

Clear all selections Shift + Esc Shift + Esc

Go to the next text box in the layout Ctrl + Enter Cmd + Enter

Text on a slide

What Windows and Linux Mac
Bold Ctrl+B Cmd + B
Italic Ctrl+1I Cmd + I
Underline Ctrl+ U Cmd + U
Strikethrough Ctrl+5 Cmd + 5
Bulleted list Ctrl + shift + L Cmd + Shift + L
Increase font size by 1 point Ctrl + ] cmd + ]
Decrease font size by 1 point Ctrl+ [ cmd + [
Align left Ctrl+ 1L Cmd + L
Centre Ctrl +E Cmd + E
Align right Ctrl+R Cmd + R
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Justify
Clear formatting
Copy formatting

Paste formatting

Paste without formatting

Euro sign

Show or hide non-printing characters
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Ctrl+3J

Ctrl + Space
Ctrl + Alt +C
Ctrl + Alt +V
Ctrl + Shift +V
Ctrl + Alt + E

Ctrl + shift + 8

Cmd + J

Cmd + Space

Cmd + Option + C
Cmd + Option + V
Cmd + Shift +V
Cmd + Option + E

Cmd + Shift + 8
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11.6 Keyboard shortcuts for PDF files

These keyboard shortcuts work in the PDF editor of Euro-Office: when reading, filling in
forms, adding comments and editing a PDF. You'll find the shortcuts that work everywhere,
such as printing and searching, in Handy keyboard shortcuts for all editors.

On a Mac, you usually use Cmd where Windows uses Ctrl, and Option where Windows
uses Alt. For many shortcuts, Control also works on a Mac instead of Cmd. If "none" is
shown for the Mac, that action has no fixed shortcut on the Mac.

Reading and browsing

What

Scroll down about a page
Scroll up about a page
Go to the next page

Go to the previous page
Go to the start of the PDF
Go to the end of the PDF
Search in the PDF

Zoom in

Zoom out

Return to 100%

Filling in forms

What

Go to the next field

Go to the previous field

Next choice in a dropdown list
Previous choice in a dropdown list

New line in a multi-line field

Windows and Linux

Page Down

Page Up

Alt + Page Down

Alt + Page Up

Ctrl + Home

Ctrl + End

Ctrl +F

Ctrl + + (numeric) or Ctrl + =
Ctrl + -

Ctrl+0

Windows and Linux
Tab

Shift + Tab

!

1

Enter

You can read how to fill in a form in Filling in a PDF form.
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Mac

Page Down
Page Up
none

none

Cmd + Home
Cmd + End
Cmd + F
Cmd + =
Ccmd + -

Cmd + 0

Mac
Tab

Shift + Tab

Enter
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Comments

What
Add a comment
Open the Comments panel

Open the chat

Windows and Linux
Alt + H
Ctrl + Shift + H

Alt + Q

Copying and editing text

What

Select all text

Copy

Bold (when editing)
Italic (when editing)
Underline (when editing)
Undo

Redo

Windows and Linux

Ctrl1+A

Ctrl + CorcCtrl + Insert

Ctrl1+B

Ctrl1+1I

Ctrl+U

Ctrl+ 2z

Ctrl+Y

Mac
Cmd + Option + A
Cmd + Shift + H

Control + Option + Q

Mac

Cmd + A
Cmd + C
Cmd + B
Cmd + I
Cmd + U
Cmd + Z

Cmd +Y

Formatting and editing are only possible if you're editing the PDF. See Editing a PDF.
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Troubleshooting
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12.1 A document won't open or keeps loading

Do you click a file and the screen stays blank, or does Euro-Office keep loading? Usually a
few simple steps will fix it. Try them in this order.

Step 1: reload the page

Press F5 (Mac: Cmd + R) or click your browser's reload button. Then wait a moment: a large
file can take a bit longer to open.

Step 2: try a private window or a different browser

Open a private window (in Chrome and Edge Ctrl + Shift + N, in Firefox Ctrl + Shift +
P), log in to your WebOké Nextcloud and open the file again. Does it work there? Then
something in your regular browser is the cause, such as old files in the cache or an
extension. Clear the cache, as described in Pop-ups, the clipboard and your browser's
cache, or temporarily disable extensions such as an ad blocker.

Are you using an older or less common browser? Update it, or try Chrome, Edge, Firefox or
Safari. See Which browsers and file formats work with Euro-Office?.

Step 3: read the message

Do you see a message on screen? It often tells you exactly what's going on. The most
common ones:

- The document has not been edited for a long time. Reload the page. You had
the document open for a long time without doing anything. Reload the page; nothing
is lost.

 The editing session for the document has expired. Reload the page. Again,
reload the page.

» The file size exceeds the limit set for your server. The file is too large to open
online. Make it smaller, for example by resizing large photos or moving an old
archive to a separate file. If that doesn't work, contact support.

« The file is protected with a password and cannot be opened. The file is
encrypted with a password. Ask the creator for a version without a password.

« The contents of the file do not match the file extension. The extension after
the name is incorrect, for example an old Word file named .docx. Ask the creator to
save the file again in the correct format.

You'll find an overview of all messages in Euro-Office notifications and what they mean.

Step 4: doesn't the file open in Euro-Office?

Does nothing happen in Euro-Office when you click a document, while colleagues can open
their documents fine? Then you may not have an Office Suite licence yet. Ask your
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Nextcloud administrator to assign you one. You'll find out how in Ordering and assigning
Office licences to users.

Is the administrator currently updating to Euro-Office? Then your Nextcloud is usually
unavailable for 5 to 15 minutes. Wait a moment and try again afterwards. See The switch
to Euro-Office.

Step 5: check whether the file itself is in order

Download the file from Nextcloud and open it on your computer. If it doesn't open there
either, the file is probably damaged. In that case, restore an earlier version in Nextcloud,
as described in Version History: restoring an older version.

Tip: still no luck after these steps? Then get in touch with us. Read When you contact
support to find out which details help us solve it quickly.
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12.2 A document opens as read only
Are you opening a document but can't type anything, and most tabs are missing? Then the

document is in reading view. For example, you'll only see the File and View tabs (1).
There are a few possible causes.

[ E X | & demo.webokecloud.nlfindex. php/s/s4GBXY|pg|8x8S]

B Bestand Beeld Werkbestand h12 alleen-lezen.docx

web ke
Offerte WebOké Cloud

Voor: Bloemisteri Het Zonnetje, ta.v. mevrouw J. Bakker

Datum: 22 oktober 2026 Offertenummer. WO-2026-1042

Beste mevrouw Bakker,

Hartelijk dank voor uw interesse in WebOke Cloud. Met Nextcloud en Euro-Office werkt uw
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in
Europa.

Omschrijving Aantal Prijs per maand
Nextcloud Max (1 TB opslag) 1 €995

Office Suiteicentie Euro-Office 5 €12,50

Overzetten 8 1 gratis

| Totaal per maand €2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendelijke groet,
Team WebOké

A document with read only rights: you can read it, but not change it

You only have reading rights

Has someone shared the file with you, or are you opening it via a link? Then that person
decides whether you can edit it. If you only have reading rights, you can read, search, print
and download, but not make changes. Ask the owner to give you editing rights. You can

read how sharing works in Sharing a document with a colleague and Creating a public link
(view or edit).

Want to make a change anyway? Choose File and Download as to make your own copy,
or ask the owner to make the change.

You've chosen Viewing yourself

At the top right of Euro-Office, you choose how you work with the document (1):

» Editing: make changes.
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« Reviewing: suggest changes. Every change is tracked, so someone else can accept
or reject it. See Tracking and accepting changes.
» Viewing: view the file without making changes.

Does it say Viewing here? Click it and choose Editing.

09 & demo.webokecloud.nlfindex. phplapps/files/7dir=/WebOkéRopenfile=true

B Bestand  Start  Invoegen  Tekenen  Pagina-indeling  Verwijzingen  Samenwerking  Beveiliging  Beeld  Offerte WebOke [!nudco & Bewerken *

22 Bewerken

. q .
1= & Wikzigingen aanbrengen
Lijstalinea Sterk Kop 4
T v - %7 Reviseren

Wijzigingen voorstelien

[ FONRFE RS TR CINR © | RO Regelafstand
oy Meerdere 1.25
Afstand tussen alinea's
voor
dcm

Geen interval toevoegen

£ tussen alinea's met dezelfd

fferte WebOké Cloud pren Rine mel femice
Voor: Bloemisterij Het Zonnetje, Lav. mevrouw J. Bakker Inspringen
Datum: 22 okiober 2026 Offertenummer: WO-2026-1042 Unks _ echts

oem T oem

Speciaal
Beste mewrouw Bakker, igeen)
Hartelijk dank voor uw interesse in WebOke Cloud, Met Nextcloud en Euro-Office werkt uw
team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in
Europa.

"« Achtergrondkieur

Geavanceerda instellingan
tonen

Omschrijving Aantal Prijs per maand

Nextcloud Max (1 TB opslag) 1 €995

Office Suite-licentie Euro-Office 5 €1250

Unverzetten bestaande bestanden i agratis

Totaal per maand €2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendeljke groet,

Team WebOké

Paginalvanl = Aantal woorden Nederiands - Nederland - & [A] %°

Bewerken, Reviseren of Weergeven: kies hier hoe je het document opent

Choose Editing to be able to change the document again

The file is locked

Do you see the message Document is locked for editing or The file is being edited
in another app? Then someone has the file open in another program, for example in
Word via the sync app. You can read what to do in Saving or syncing isn't working.

The message This file is opened in viewing mode. The file is locked for editing, or
your access rights don't allow editing. means the same thing: either the file is locked,
or you only have reading rights.

The document is protected

The creator can protect a document on the Protection tab, for example with the option
No changes (Read only). You can then only read the document, even if you have editing

rights. Ask the creator to remove the protection, or for the password if they've secured the
protection with one.
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It's a PDF

A PDF first opens for reading, filling in and adding comments. If you want to change the
text yourself, choose to edit the PDF. You can read how to do that in Editing a PDF.

The file has been saved as read only

Do you see Read only and a message that you need to save the file under a different
name or in a different location? Then choose File and Save Copy As. You then continue
working in the copy.
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12.3 Fonts look different

A document you receive from someone else sometimes looks a little different in Euro-

Office. A line breaks differently, a table becomes wider, or text shifts to the next page. This

is almost always caused by the font.

Why does this happen?

Euro-Office can only display fonts that are installed on the Euro-Office server. If a font from
your document isn't available there, Euro-Office uses a different font instead. The name of
the original font stays in your document, and it also appears in the font list. If you later
open the file again in Word on a computer that has that font, it will look exactly as it was

created.

a8 demo.webokecloud.nlfindex. phpfapps/files/?dir=/WebOkégopenfile=true

B Bestand  Start Tekanen

| T R S
g Abyssinica SIL
Rei
AR PL TKai CN
AR PL UKai NEK
AR PL UKai TW

Invoegen Pagina-indeling  Verwijzingen

AR PL UKai TW MBE
Asana

Asana Math

Caladea

Carlito

DejaVu Math TeX Gyre
DejaVu Sans

DejaVu Sans Condensed

enummer: WO-2026-1042

Omschrijving

Nextcloud Max (1 TB opslag)

Samenwerking

1=« >
) Lijstalinea Sterk

= L

Cloud

Lay. mevrouw J, Bakker

Beveiliging  Beald

in WebOke Cloud, Met Nextcloud en Euro-Office werkt uw

team veilig samen aan documenten, spreadsheets en presentaties, met al uw gegevens in
Europa.

Aantal Prijs per maand

1

€995

Office Suite-licentie Euro-Office

3

€1250

Overzetten bestaande bestanden

1

gratis

Totaal per maand

€2245

Wij horen graag of u met deze offerte akkoord gaat. Met vriendeljke groet,

Team WebOké

= Aantal woorden

De lijst met lettertypen die Eurc-Office kent

Click the font (1) to see which fonts Euro-Office recognises

Well-known fonts have a matching substitute

Nederlands - Nederland

AT § I8

Offerte WebOké Cloud.docx

Kop &

X Bewerken ~

& E v

Regelafstand

Meerdere 1.25

Afstand tussen alinea's
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0.28em D
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stijl

Inspringen
Links

Dem
Speciaal

igeen}
« | Achtergrondkleur

Geavanceerda instellingen
tonen

For the most common Microsoft Office fonts, the server has an open source font with
exactly the same character width. Your text flows the same way, only the shape of the

letters is slightly different.

Font in your document

Euro-Office guide - www.weboke.nl

Euro-Office uses

206 /298



WebOké

Calibri Carlito

Cambria Caladea

Arial Liberation Sans
Times New Roman Liberation Serif
Courier New Liberation Mono

Other fonts, such as Verdana, Tahoma, Georgia, Garamond, Century Gothic, or a custom
corporate font, aren't available on the server. These are replaced with a font that
resembles them as closely as possible. This can cause the text to wrap differently.

What can you do?

« Choose a font from the list. Are you creating a document that will mainly be used
in Euro-Office? Then choose a font that's in the list, such as Carlito, Liberation Sans,
Open Sans, or DejaVu Sans. That way, everyone in Euro-Office sees the same result.

« Working together with people who use Word? Use Calibri, Arial, or Times New
Roman. In Euro-Office, these line up with their substitutes, and in Word they look
exactly as intended.

« Does it need to look exactly the same everywhere? Send the document as a
PDF instead. A PDF looks the same on every computer and phone. See Printing and
saving as PDF.

« Working with the program on your computer? The Euro-Office program for
Windows, Mac, and Linux uses the fonts installed on your own computer. See Euro-
Office as a program on your computer: what is it and when do you use it?.

« Check the font in the list. Click in the text that looks different. The font list on the
Home tab shows which font the text uses.

Please note: do you see the message Fonts have not been loaded? Reload the page.
If the message keeps appearing, please contact support.
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12.4 Saving or syncing isn't working

Euro-Office automatically saves your work to your WebOké Nextcloud (see Saving: how
automatic saving works). If something does go wrong with saving or syncing, here's what
to do.

"Connection is lost" or "The document could not be saved"

If your internet drops for a moment, Euro-Office shows Connection is lost and tries to
reconnect automatically. As soon as the connection is back, you'll see Connection is
restored and you can carry on working.

Do you see The document could not be saved or An error has occurred while
saving the file? Then do this:

1. Don't close the tab straight away.

2. Save a backup copy to your computer: choose File and Download as. With the The
document could not be saved message, Euro-Office will itself ask you to
download the document when you click OK.

3. Check your internet connection, for example wifi or VPN.

4. Reload the page and check whether your changes are there. If they're missing,
upload your backup copy to Nextcloud.

Does this happen often? Then get in touch with support and mention the time and the file
name. See When you contact support.

You still see the old version when downloading or on your
computer

Euro-Office saves your changes straight away, but the file in Nextcloud is only fully
updated once everyone has closed the document. As long as you or a colleague still has it
open, a download or the sync app on your computer may still show the previous version.

1. Close the document. Also ask any colleagues who still have it open to close it.
2. Wait a moment and refresh Nextcloud.
3. Download the file again, or wait for the sync app to fetch the new file.

"The file version has changed. The page will be reloaded."

The file has changed outside Euro-Office while you had it open. For example, because
someone uploaded a new version, restored an older version, or edited the file on a
computer via the sync app. Click OK and let the page reload. If the page gets stuck, close
the tab, wait half a minute, and open the file again.
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The file is locked or being edited in another app

Do you see The file is being edited in another app. You can continue editing and
save as a copy.? Then someone has the file open in another program, for example Word
or LibreOffice via the sync app.

1. Check whether you or a colleague still has the file open in another program or
another tab. Close it there and wait a minute.

2. Need to carry on right now? Keep working and then choose File and Save copy as.
Merge the changes later, for example with Comparing documents.

3. Does the file stay locked even though no one has it open? Then get in touch with
support. We can release a stuck lock.

A file with "conflicted copy" in the name

Are you editing a file on your computer via Nextcloud sync while someone else is editing it
at the same time in Euro-Office? Then the sync app may create a second file with
conflicted copy in the name. This contains your changes. Compare the two files, take over
what you need, and then delete the copy.

You can read more about this in You don't see your changes when you download the file or
open it on your computer.

Tip: here's how to avoid most problems: only work on a shared file in Euro-Office in the
browser, not at the same time in a program on your computer. You can read more about
the sync app in Working with the Nextcloud desktop app (synchronisation).

Lost something?

Nextcloud automatically keeps older versions of your files. If you've lost something, you
can restore an earlier version. See Version History: restoring an older version.
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12.5 When you contact support

You can solve many problems yourself using the steps in this chapter. If that doesn't work,
we're happy to help.

When should you contact us?

You've tried the steps from A document won't open or keeps loading and a document
still won't open.

A message keeps coming back, even after reloading and in a different browser.

The message asks you to contact the administrator or the document server
administrator. That's us: WebOké manages the Euro-Office server.

A file stays locked while no one has it open.

A file is too large to open.

You've lost work and can't restore it using the version history.

Is it about Office licences, new users, or folder permissions? That's usually arranged by
your Nextcloud administrator within your own organisation. See Ordering and assigning
Office licences to users and Managing users and groups for Office.

How to reach us

Log in to My WebOké and go to the Support centre. Choose Submit ticket.
Or go directly to www.weboke.nl/support.

This helps us help you quickly

The address of your Nextcloud, for example yourname.webokecloud.nl.

The name of the file and the folder it's in.

The exact message, preferably with a screenshot.

The time it happened.

Which browser you're using, or whether you're using the program on your computer
or the app on your phone.

What you've already tried, and whether colleagues have the same problem.

Please note: never include your password in a ticket. We don't need it.
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12.6 Pop-ups, the clipboard and your browser's
cache

Euro-Office runs in your browser. A few browser settings can sometimes get in the way.
Here's how to fix that.

Nothing opens when printing or downloading

When printing, Euro-Office opens your browser's print window. Does nothing happen when
you click Print or Download as? Your browser has probably blocked a pop-up.

1. Check the address bar or the top of the window to see if your browser reports that a
pop-up has been blocked.

2. Click that notification and choose to allow pop-ups for your WebOké Nextcloud
address.

3. Then try again.

When downloading, also check your browser's download list: the file may already be there.

Pasting with the button doesn't work

Your browser sometimes asks for permission to use the clipboard. If so, click Allow. If
pasting with the button in the toolbar doesn't work, use Ctrl + VvV (Mac: Cmd + V). That
always works. See also Undo, redo and the clipboard.

Clearing your browser's cache

Your browser stores parts of websites so they load faster. After a Euro-Office update, an old
copy of this can cause problems, such as an editor that keeps loading or buttons that don't
work. In that case, clear the cache:

« Chrome, Edge and Firefox: press Ctrl + Shift + Delete (Mac: Cmd + Shift +
Delete). Select only cached images and files, and for example the past 24 hours.
Leave passwords and cookies unchecked if you don't want to log in again.

« Safari: clear the cache via Safari's settings, or reload the page without cache using
Cmd + Option + R.

Then reload your Nextcloud and open the file again.

Tip: want to find out first whether the cache is the problem? Open a private window and
log in there. If it works there, clearing the cache will almost always help.

Your browser's zoom level

If your browser's zoom isn't set to 100%, Euro-Office may show the message: The current
zoom setting of your browser is not supported. Press Ctrl + 0 (Mac: Cmd + 0) to
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reset your browser's zoom, then zoom using Euro-Office's own buttons instead. See
Zooming, view and the theme in Euro-Office.
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12.7 Euro-Office notifications and what they mean

Do you see a notification in Euro-Office? Use this table to find out what it means and what
to do. The notifications are shown as Euro-Office displays them, sometimes slightly
shortened.

Notification What does it mean? What should you do?
The file version has been changed. The The file was changed Click OK. See Saving or
page will be reloaded. outside Euro-Office syncing isn't working.

while you had it open.

The editor version has been updated. Euro-Office has just Let the page reload.
The page will be reloaded to apply the been updated.
changes.
Connection is lost Your internet connection = Wait until you see
has dropped for a Connection is restored. If
moment. not, check your Wi-Fi or
VPN.
Connection is lost. You can still view the  The connection to the Wait for the connection to
document, but you won't be able to server is lost. return and reload the
download or print it until the connection page.
is restored and the page has been
reloaded.
The document could not be saved. Saving to the server Click OK and download
Please check connection settings or isn't working. the document as a backup
contact your administrator. copy. See Saving or

syncing isn't working.

An error occurred while saving the file. Saving has failed. Download the file using
Download as and try again
later.

The document has not been edited for You had the document Reload the page.

quite a long time. Please reload the open for a long time

page. without doing anything.

The document editing session has The session has Reload the page.

expired. Please reload the page. expired.

The connection to the server has been The connection has Reload the page.

interrupted. Please reload the page. been interrupted.

You can't edit this file because it's being  The file is open in Close it there, or save

edited in another app. another program. your work as a copy. See
Saving or syncing isn't
working.

This file is opened in view mode. The file is locked, or you See A document opens as

only have read read only.
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The file size exceeds the limitation set
for your server.

The file is password protected and
cannot be opened.

An error has occurred while opening the
file. The file's content doesn't match
the file extension.

Fonts have not been loaded.

You are trying to perform an action you
do not have rights for.

The file cannot be accessed right now.

Your browser current zoom setting is
not fully supported.

This file contains automatic macros. Do
you want to run macros?

The document is open in read-only
mode as the maximum number of
simultaneous connections has been
reached.

permissions.

The file is too large to
open online.

The file is encrypted.

The extension after the
file name is incorrect.

The fonts could not be
loaded.

You're not allowed to do
this with this file.

Your access to the file
has been lost, for
example because
sharing has stopped.

Your browser's zoom
isn't set to 100%.

The file contains macros
that want to start when
it's opened.

Too many people are
currently working at the
same time.

Make the file smaller or
contact support.

Ask the creator for a
version without a
password.

Ask the creator to save
the file again in the
correct format.

Reload the page. If it
persists, contact support.

Ask the owner for more
permissions. See A
document opens as read
only.

Reload your files and, if
needed, ask the owner.

Press Ctrl + 0 (Mac: Cmd
+ 0). See Pop-ups, the
clipboard and your
browser's cache.

Only choose to run them if
you trust the file and its
creator.

Try again later. If it
persists, contact support.

Does a notification ask you to contact the document server administrator? That's us. Read
When you contact support to find out how to reach us.
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For the administrator of
your Nextcloud
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13.1 Ordering and assigning Office licences to
users

Anyone who wants to work with Euro-Office in your WebOké Nextcloud needs an Office
Suite licence. You buy a licence per user, so you only pay for the people who actually use
the office suite. This article is for the administrator: the person who manages the
Nextcloud package in My WebOké.

How many licences do you have?

1. Log in at mijn.weboke.nl and go to My Products.

2. Click Manage next to your Nextcloud package.

3. At the top, under Office Suite licences, you can see how many licences you have
and how many are in use, for example 3 of 5. Next to it, you'll also see the number of
Nextcloud users and the storage space.

Ordering extra licences

1. On the same page, go to Configurable options.

2. Set the number of Office licences to the number you need. One licence is for one
user.

3. Click Save options.

4. You'll now see how much extra you'll pay for the rest of your package's term,
excluding and including VAT. Since you only pay for the time until the next renewal
date, this amount is often lower than the price for a full year.

5. Click Confirm and pay and pay the invoice.

Once payment is complete, the new licences are available immediately. From the next
renewal onwards, they're included in the price of your package. You can find the price per
licence next to the Nextcloud packages on our website.

Assigning a licence to a user

1. On the management page of your Nextcloud package, scroll to User management.
2. Turn on the switch in the Office Suite column for that user.

The change is saved immediately. The user can then open documents, spreadsheets and
presentations in Euro-Office right away. Is the user already logged in and does nothing
seem to have changed? Ask them to reload the Nextcloud page.

Are you creating a new user with Add user? Then tick Assign Office Suite licence
straight away. You can read more about users in Managing users and groups for Office.
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All licences in use?

If so, you'll see a message showing your number of licences: All 5 Office Suite licences are
in use. Increase the number under Configurable options or turn off Office for another user.
You then have two options:

« Move a licence. Turn off Office for someone who no longer uses it. That licence then
becomes available for someone else.
« Order more licences, as described above.

Fewer licences

Do you need fewer licences? First turn off Office for the users who no longer need it, then
lower the number under Configurable options. A decrease takes effect immediately and
counts towards the price from the next renewal onwards.

Tip: a user without an Office Suite licence can still upload, download and share files in
Nextcloud as normal. Only editing in Euro-Office requires a licence. A simple note using
Text document in the New menu can be created without a licence.
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13.2 The switch to Euro-Office

WebOké is switching from the old Nextcloud Office (Collabora) to Euro-Office. At the same
time, your Nextcloud is updated to Nextcloud 35. As an administrator, you start this switch
yourself, whenever it suits you. You can read what changes for your users in Euro-Office or
the old Nextcloud Office: what changes for you?.

When?

Start the update whenever it suits you. If you do nothing, we will carry it out for you no
later than 1 December 2026. New Nextcloud packages get Euro-Office straight away.

How to start the switch

1. Log in at mijn.weboke.nl and go to My Products.

2. Open your Nextcloud package. You will see the card Nextcloud 35 with Euro-
Office, with the label New. You can also find the card by typing Euro-Office into the
search bar of My WebOké.

3. Let your users know that Nextcloud will briefly be unavailable, and ask them to close
any open documents.

4. Click Upgrade to Nextcloud 35.x and activate Euro-Office.

5. Confirm the question Update Nextcloud to 35.x now and switch to Euro-Office?

The update usually takes 5 to 15 minutes. Your Nextcloud is briefly unavailable during that
time, so save any open documents first.
Following progress

You can see how far the update has progressed on the card. Refresh the page to see the
current status.

You see What it means

The update is scheduled and will start within a few The update is ready and will begin
minutes. shortly.

The update is running. Your Nextcloud will be back Please be patient; your Nextcloud is
shortly. temporarily unavailable.

Your Nextcloud version is 35 (with the full version Done: you are now working with Euro-
number). No updates or upgrades available. Office.

The update did not fully succeed. We are looking into it, = We will resolve it. You can also try
you do not need to do anything. again yourself with Retry.
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What stays the same?

« All your files and folders remain in place.

» Your users, passwords and Office Suite licences stay the same.
» Shared folders and links keep working.

» Your users still open documents with a single click in Nextcloud.

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 will arrange it
for you.

Can't see the card at all, or not sure? Then contact support. You can read how to do that in
When you contact support.

Tip: don't have any Office Suite licences? Then you will only see the update to Nextcloud
35 on the card. If you want to start using Euro-Office, order licences first. See Ordering and
assigning Office licences to users.
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13.3 Managing users and groups for Office

As an administrator, you decide who works in your WebOké Nextcloud and who can work
with Euro-Office. You do this in Mijn WebOké, under Gebruikersbeheer of your Nextcloud
package.

How the Office Suite licence works

An Office Suite licence in Nextcloud is a membership of the office group. Only members of
that group can open files in Euro-Office. If you switch on Office Suite in Gebruikersbeheer,
we add the user to that group. If you switch it off, we remove them and the licence
becomes available again.

Every user can check for themselves whether they have a licence. In Nextcloud, click your
profile photo in the top right and choose Settings. At the bottom of the Profile &
contact page, under Your groups, you'll see which groups you belong to. If office is
listed there (1), you have an Office Suite licence.

[ L X @ demo.webokecloud.nifsettings/user

Rol

Personal

Contact
| & Profile & contact Notificatio password reset requests will be sent to your primary email

@ Language & locale

Primary & Jaress
demo-handleiding@weboke.nl

& Bevelliging

4 Meldingen Additional address

Telefoonnummer

+ Weergave en toegankelijkheid

& Delen
Website

@ Beschikbaarheid
o WebOke Import Tool

B WebOke Taken Manager P

o Flow

X (voorheen Twitter)
& Gegevensmigratie ) : i
Your groups

h212051, office, users o

Administration Je gebruikt 246 KB van 1 TB (0%

m Intros

T Uiterlijk

Bl Redenen om Nextcloud te gebruiken in jouw organisatie

Ontwikkeld door de Nextcloud community, de broncode is ¢ seerd onder de AGPL

000G

The office group means: this user has an Office Suite licence

Please note: always assign Office via the switch in Mijn WebOké, not by adding someone
to the office group in any other way. Only then will your licence count be accurate.
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Adding a user

1. In Mijn WebOké, go to Mijn Producten, click Beheer next to your Nextcloud
package and scroll to Gebruikersbeheer.

2. Click Gebruiker toevoegen.

3. Fill in the Gebruikersnaam. The user will log in with this. Use lowercase letters,
numbers, a full stop or a hyphen. You can't change the username afterwards.

4. Fill in the Weergavenaam and the Email Address.

5. Choose a Password of at least 10 characters, with at least one number and one
special character, or click Genereer. Share the password securely with the user.

6. Does the user need to work with Euro-Office? Tick Office Suite-licentie toewijzen.

7. Click Gebruiker aanmaken.

Have you reached the maximum number of users or licences for your package? You'll
receive a notification about this. Increase the number under Configureerbare opties,
see Ordering and assigning Office licences to users.

Managing a user

In Gebruikersbeheer, you can see for each user whether they're active, whether they have
Office Suite and when they last logged in. The actions menu next to a user lets you
choose:

« Wachtwoord wijzigen: for example, if someone has lost their password.

« Edit data: change the display name or email address.

« Uitschakelen and Inschakelen: temporarily deny someone access without deleting
anything.

+ Delete: permanently delete the user.

Please note: with Delete, all of that user's files, calendars and contacts are permanently
deleted. This can't be undone. So first move any important files elsewhere, for example by
sharing them with a colleague who copies them to their own folder.

Someone leaves or no longer needs Office

» Does someone no longer need Euro-Office, but still need Nextcloud? Then just switch
off Office Suite. The licence becomes available for someone else.

» Is someone leaving? Disable the user first. Only delete them once you're sure all
their files are safe.

Working together in groups

Do you want a team to work together on the same documents? Create a shared folder and
share it with the colleagues who need to work in it. Everyone with an Office Suite licence
can then open and edit the documents in that folder together in Euro-Office. You can read
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how sharing works in Sharing a document with a colleague. You can read how to work on a
document at the same time in Working on a document at the same time.
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Frequently asked questions
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14.1 Frequently asked questions about Euro-Office

Here you'll find short answers to the questions we get asked most often about Euro-Office
in your WebOké Nextcloud. Want to know more? Follow the link to the full article.
Questions about working with documents are in Frequently asked questions about working
with documents, questions about problems and administration in Frequently asked
questions about issues and administration.

What is Euro-Office?

Euro-Office is a full-featured, open source office suite for documents, spreadsheets,
presentations and PDFs. You use it in your browser, directly from your WebOké Nextcloud.
More in What is Euro-Office?.

Do | need Microsoft 365 or Google?

No. Euro-Office works entirely independently in your browser. All you need is your WebOké
Nextcloud, with an Office Suite licence.

Where are my files stored?

In your own Nextcloud, on WebOké's servers in the Netherlands. Euro-Office also runs with
us, so your documents never go to an American cloud.

Do | need to install anything?

No. Euro-Office works in your browser. If you'd still rather work with a program on your
computer, that's possible too. See Euro-Office as a program on your computer: what is it
and when do you use it?.

Which browser can | use?

Any modern browser, such as Chrome, Edge, Firefox and Safari. Preferably use the latest
version. See Which browsers and file formats work with Euro-Office?.

What's different from the old Nextcloud Office?

Your files, the New menu and sharing stay the same. Word, Excel and PowerPoint files look
better, the toolbar resembles Microsoft Office more closely, and you can do more with
PDFs. See Euro-Office or the old Nextcloud Office: what changes for you?.

When do | switch to Euro-Office?

Your Nextcloud administrator starts the switch themselves in My WebOké, under My
Products. The update usually takes 5 to 15 minutes. If they don't take action, we'll arrange
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it ourselves by 1 December 2026 at the latest. See The switch to Euro-Office.

What does Euro-Office cost?

Euro-Office is included in the Office Suite licence of your Nextcloud package. You choose
for yourself how many users you get a licence for. You'll find the prices with the Nextcloud
packages. See Ordering and assigning Office licences to users.

Does Euro-Office also work on my phone or tablet?

Yes. With the Nextcloud app, you can open your documents on your phone or tablet in a
view suited to a small screen. See Euro-Office in the Nextcloud app on your phone or
tablet.

Can | work without internet?

In the browser, you need an internet connection. With the Nextcloud Office program on
your computer, you can also edit files when you don't have internet access for a while. See
Euro-Office as a program on your computer: what is it and when do you use it?.
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14.2 Frequently asked questions about working
with documents

Quick answers to questions about creating, saving, sharing and editing documents in Euro-
Office.

Do | need to save manually?

No. Euro-Office saves everything automatically. Use the Save button or Ctrl + S to record
your latest change straight away. See Saving: how automatic saving works.

Why do | see the old version when | download the file?

The file in Nextcloud is fully updated once everyone has closed the document. Close the
document, wait a moment and download it again. Or choose File and Download as in the
editor. See You don't see your changes when you download the file or open it on your
computer.

Does a Word file stay a Word file?

Yes. A docx stays a docx, an xlsx stays an xlsx and a pptx stays a pptx. Colleagues with
Microsoft Office can simply open the file. See Opening an existing Word, Excel or
PowerPoint file.

How do | make a PDF of my document?

Choose File, Download as and then PDF. If you want to keep the PDF in your Nextcloud,
choose Save copy as instead. See Printing and saving as PDF and Download as docx, xlsx,
pptx, odt or pdf.

Can several people work in one document at the same time?

Yes. You see each other's changes straight away, and you can add comments and chat
within the document. See Working on a document at the same time.

Can | restore an older version?

Yes. Nextcloud automatically keeps older versions of your files. See Version History:
restoring an older version.
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Can | share a document with someone who doesn't use
Nextcloud?

Yes, with a public link. You decide whether the other person can only read it or can edit it
too. See Creating a public link (view or edit) and Sharing with someone outside your
organisation.

Do my Excel macros work?

VBA macros from Excel won't work. The file will still open, with all your data and formulas
intact. In Euro-Office, you create macros in JavaScript instead. See An Excel file with VBA
macros: what now?.

Can | just type =SUM and =VLOOKUP?

Yes. In your WebOké Nextcloud, Euro-Office uses the standard English function names and
commas, just like the English version of Excel. See Copying formulas from Excel: English
function names and the comma.

Can I fill in a PDF form?

Yes. Click in a field and type; press Tab to move to the next field. See Filling in a PDF form.

Where can | find all the keyboard shortcuts?

In Handy keyboard shortcuts for all editors and the articles for each editor. In Euro-Office
itself, you'll find them under File, Advanced settings, Keyboard Shortcuts.
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14.3 Frequently asked questions about issues and
administration

Quick answers to questions when something isn't working, and to questions from
administrators about licences and users.

My document keeps loading. What now?

Reload the page, try a private window or a different browser, and read the message if
there is one. See A document won't open or keeps loading.

| can't type anything in my document. Why is that?

The document is in reading view. You may only have read access, the mode might be set
to Viewing, or the file could be locked. See A document opens as read only.

| get a message saying the file is locked or being edited in
another app.

Someone has the file open in another program, for example through the sync app. Close it
there, or save your work as a copy. See Saving or syncing isn't working.

My document looks different than it does in Word.

This is usually due to a font that isn't installed on the server. For Calibri, Cambria, Arial,
Times New Roman and Courier New, Euro-Office uses a replacement with the same width.
See Fonts look different.

My colleagues can open documents in Euro-Office, but | can't.

You probably don't have an Office Suite licence yet. Ask your Nextcloud administrator to
assign one to you. See Ordering and assigning Office licences to users.

How do | check if | have an Office Suite licence?

Click your profile picture in the top right of Nextcloud and choose Settings. There you'll see
your groups next to your profile. If office is listed there, you have a licence. See Managing
users and groups for Office.

How do | give a colleague an Office Suite licence?

In My WebOké, go to My Products, click Manage next to your Nextcloud package, and
switch on the Office Suite toggle for your colleague in User management. See Ordering
and assigning Office licences to users.
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All licences are in use. What can | do?

Switch off Office for someone who no longer uses it, or increase the number of licences
under Configurable options. See Ordering and assigning Office licences to users.

How do | contact support?

Log in to My WebOké, go to the Support Centre and choose Submit ticket. Or go to
www.weboke.nl/support. See When you contact support.
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Advanced: questions and
solutions
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15.1 A total overview from multiple worksheets:
expenses, income and balance

Many people keep their expenses and income on separate worksheets. That's a good idea,
as it keeps each list easy to read. But at some point you want to see, in one place, how
much came in, how much went out and what you're left with. You do that with a third
worksheet that pulls the totals from the other worksheets. Change an amount later, and
the overview updates itself straight away.

As an example, we'll use the annual figures of Bloemisterij Het Zonnetje, a WebOké
customer, with three worksheets: Expenses, Income and Overview.

Step 1: the Expenses worksheet

1. Create a new spreadsheet and name the first worksheet Expenses: right-click the
tab at the bottom and choose Rename (see Managing sheets).

2. Type Item in A2 and Amount in B2. Below that, in A3 to B11, enter your expenses:
rent, energy, purchasing, insurance, your WebOké Nextcloud and so on.

3. Type Total in A12 and the formula =SUM(B3:B11) in B12.

web ke

eae & demo.webokecloud.nlfindex. php/apps/files/7dir=/WebOké&openfile=true
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Uitgaven

In B12, =SUM(B3:B11) adds up all expenses (1); the Expenses worksheet tab is shown at the bottom (2)

Tip: leave a few empty rows above the total row. If you add an item in one of these empty
rows later, SUM automatically includes it. If you insert a whole row within the range, the
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range grows along with it too.

Step 2: the Income worksheet

Click the plus at the bottom to add a new worksheet and name it Income. Set it up
exactly like Expenses: items in A3 to A11, amounts in column B, and =SUM(B3:B11)
again in B12. Using the same layout makes the overview easy to build later: the total is in
B12 on both worksheets.

Step 3: the Overview worksheet

1. Create a third worksheet and name it Overview.

2. Type Income in A3, Expenses in A4 and Balance in A5.

3. Type the formula =Income!B12 in B3. This means: the value from cell B12 on the
Income worksheet. The exclamation mark separates the worksheet name from the
cell.

4. Type =Expenses!B12 in B4.

5. Type =B3-B4 in B5: income minus expenses.

ese & demo.webokecloud,nlfindex, php/appsifiles/7dir=/webOkégsopenfile=true web: ke
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Overzicht

The formula bar (1) shows =Income!B12: the total from the Income worksheet. The Overview worksheet tab is
shown at the bottom (2)

You don't need to type the reference. Type an equals sign in B3, click the Income
worksheet tab at the bottom, click cell B12 and press Enter. Euro-Office then enters the
reference in the formula for you and jumps back to the overview.
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Overzicht

WebOké Cloud met Euro-Office

The balance (1): 79,200 in income minus 57,139.40 in expenses is 22,060.60

Names with a space

If a worksheet is called Expenses 2027, with a space, put the name in single quotes:
='Expenses 2027''B12. Without a space, you can still use quotes (='Expenses'!B12);
Euro-Office will then simply remove them. If you click the cell instead of typing, Euro-Office
always gets the quotes right automatically.

Extending it: by month or by category

» A percentage: type =B4/B3 in C4 and apply the Percentage format to the cell. This
shows what proportion of your income goes on expenses.

« By category: on the Expenses worksheet, add a category in column C (for example
Housing, Purchasing, Auto). On the overview,
=SUMIF(Expenses!C3:C11,"Purchasing",Expenses!B3:B11) adds up only the
purchasing expenses.

« The same cell across many worksheets: if you have twelve worksheets, January
to December, each with a total in B12, then =SUM(January:December!B12) adds
them all up in one go. The worksheets must be next to each other, in that order.
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Pitfalls

« #REF! on the overview: you've deleted a worksheet or removed a row that the
formula pointed to. Set the reference again.

« Renamed a worksheet? No problem: Euro-Office automatically updates the
formulas on the overview.

« Total shifted? If you insert a row above the total row, the total moves to B13 and
the reference on the overview shifts neatly along with it. If you retype the reference
afterwards, check carefully where the total is now.

« Amount not being counted? If an amount sits on the left of the cell, it's text. See
Formatting numbers, dates and currency.

Tip: if several people work in this file, protect the formulas on the overview so no one
overwrites them by accident. See Protecting formulas in a shared spreadsheet.
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15.2 Copying formulas from Excel: English
function names and the comma

If you're used to Excel in Dutch, you'll type =SOM, =ALS and =VERT.ZOEKEN. Online,
formulas are often written in English, with commas: =SUM(A1,A2). Which form do you use
in Euro-Office?

How this works in your WebOké Cloud

In your WebOké Nextcloud, Euro-Office uses the English function names and the
comma between the parts of a function by default, exactly as in the English Excel. So you
type =SUM(B3:B11), =IF(B5>0,"profit","loss") and
=VLOOKUP(A3,Facturen!B2:H13,6,0). A full stop is the decimal separator: 1.21.

Checking or changing the setting

1. Click File and select Advanced settings.

2. Look under Regional settings at Formula language (1). Here you choose the
language you want to use for typing functions.

3. Under Region (2), choose how dates, numbers and currency are displayed. Choose
English (United Kingdom) for 23/10/2026, a full stop as the decimal separator and
the pound sign.

4. Leave Use separators based on regional settings ticked and click Apply.
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Formula language (1) and Region (2) under regional settings

This doesn't change the file itself. A colleague who has Dutch set up simply sees =SOM in
the same file, and a Dutch Excel opens it without any problems.

Converting a Dutch formula

Translate the function names and replace the semicolons between the parts with commas.
The most commonly used:

English Dutch

SUM, AVERAGE, COUNT SOM, GEMIDDELDE, AANTAL

IF, AND, OR ALS, EN, OF

VLOOKUP, XLOOKUP, MATCH VERT.ZOEKEN, X.ZOEKEN, VERGELIJKEN

IFERROR, IFNA ALS.FOUT, ALS.NB

SUMIF, SUMIFS, COUNTIF SOM.ALS, SOMMEN.ALS, AANTAL.ALS

TRIM, CLEAN, SUBSTITUTE SPATIES.WISSEN, WISSEN.CONTROL, SUBSTITUEREN

LEFT, RIGHT, MID, LEN LINKS, RECHTS, DEEL, LENGTE

DATE, TODAY, NETWORKDAYS DATUM, VANDAAG, NETTO.WERKDAGEN

TEXTJOIN, UNIQUE, FILTER TEKST.COMBINEREN, UNIEK, FILTER
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Tip: not sure about a name? Go to the Formula tab and browse through the categories, or
type the equals sign and the first few letters: Euro-Office will then show a list of matching
functions.

Pitfalls

« #NAME? in the cell: the function name isn't recognised. (Euro-Office always shows
error values using the English codes, even if you're working with Dutch function
names.) This is usually a Dutch name or a typo.

» Euro-Office always shows logical values in English: TRUE and FALSE, even in the
formula bar. Don't type a bare WAAR or ONWAAR in a formula, as that gives #NAME?
or an incorrect result. Use TRUE and FALSE, the functions WAAR() and ONWAAR()
with brackets, or 1 and 0.

« If a formula uses a custom VBA function from Excel, it won't work. See An Excel file
with VBA macros: what now?.
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15.3 VLOOKUP returns #N/A: here's how to fix it

This is probably the most frequently asked spreadsheet question in the world: the
customer really is in the list, but VLOOKUP still returns an error. In Euro-Office that error is
called #N/A. It means: not found. Below are the causes, from most common to least

common.

1. Hidden spaces

In our example, cell A3 contains "Kapsalon Knip " with a space after it. To you it looks the
same, but not to the spreadsheet. This often happens with data you've copied from a

website, an email or an export.

demo.webokecloud. nijindex. phpjapps/iles/7dir=/webokésopenfile=true
ese 1 bokecl lyind hprappsfiles/7dir=/webokéaopenfil
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5 Hotel De Haven € 265,40 € 269,40 X TOEKEN met eigen melding

The formula (1) in B3 returns #N/A: because of the space after the

Solution: let TRIM remove the spaces first.
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Tekstbeheer
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name, Kapsalon Knip isn't found

=VLOOKUP(TRIM(A3),Invoices!$B$2:$H%$13,6,0) does find the customer.
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et SPATIES. WISSEN wordt de klant wel gevonden

With TRIM (1), VLOOKUP finds the amount of 149.40

If the list comes from a web page, it may contain "hard" spaces that TRIM doesn't
recognise. In that case, use SUBSTITUTE(A3,CHAR(160)," ") and possibly CLEAN for
invisible characters.

2. You're not searching for an exact match

The fourth part of VLOOKUP must be 0 (or FALSE). If you leave it out, Euro-Office looks for
an "approximate" match. That produces strange results or #N/A if the list isn't sorted.

Please note: don't type FALSE without brackets in Euro-Office, as you might be used to
doing in Excel. Euro-Office doesn't recognise that word as a logical value. VLOOKUP will
then still search "approximately" and return the wrong amount without showing an error.
Use 0, FALSE or FALSE().

3. The table shifts when you drag the formula down

If you drag the formula down, B2:H13 shifts along to B3:H14 and the top customer falls
outside the range. Add dollar signs: $B$2:$H$13. Press F4 while typing to add them
quickly.
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4. Number versus text

If you're searching by a customer number or postcode, both sides need to be the same
type of value. A number stored as text is aligned to the left of the cell, while a real number
is aligned to the right. Make both columns match via the number format (see Formatting
numbers, dates and currency), or search as text: =VLOOKUP(A3&"",...).

5. The lookup column isn't on the left

VLOOKUP only searches in the first column of the range. If you want to search by
customer name and that's in column B, the range must start at B (B2:H13, not A2:H13). If
the answer is to the left of the lookup column, use XLOOKUP instead: see XLOOKUP:
looking up to the left and with your own message.

A neat message instead of #N/A

Does the value really not exist, for example because of a typo? Catch the error:
=IFNA(VLOOKUP(A4,Invoices!$B$2:$H%$13,6,0),"Not found"). In the case of a typo
such as "Kapsalon Knipp" you'll then see "Not found", as in C4 of the example.

Tip: test whether the value itself is the problem with
=MATCH(A3,Invoices!$B$2:$B$13,0). If that also returns #N/A, the problem lies in the
values (spaces, text or numbers), not in your formula.
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15.4 XLOOKUP: looking up to the left and with
your own message

XLOOKUP is the successor to VLOOKUP. People ask for it because VLOOKUP has three
limitations: it only searches the first column, you have to count columns, and you have to
handle errors separately. XLOOKUP doesn't have these limitations, and Euro-Office simply
supports it.

The structure

=XLOOKUP(lookup value,lookup column,result_column,”"message if not found")

Example: looking up the invoice amount for Hotel De Haven. The customer names are in
column B, the amounts in column G:

=XLOOKUP(A5,Facturen!$B$2:$B$13,Facturen!$G%$2:$G$13,"Not found")

[T X ] & demo.webokecloud.nlfindex, phpfappsifiles/?dir=/WebOkéaopenfile=true web ke
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XLOOKUP (1): lookup column and result column separate, with your own message

Why it's better
 No column counting: you simply select the result column. If you insert a column

later, the formula still works correctly.
« Also to the left: the result column can be to the left of the lookup column.
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« Exact by default: you don't need to add a 0.
« Your own message: the fourth argument is the text shown when nothing is found.

Additional options

« Fifth argument, the match mode: 0 exact match (default), -1 exact match or the next
smaller value (useful for brackets), 1 exact match or the next larger value, 2 with
wildcard characters * and ?.

« Sixth argument, the search direction: -1 searches from bottom to top. This lets you
find the last invoice for a customer: =XLOOKUP("Bakkerij Van
Dijk",B2:B13,F2:F13,"None",0,-1).

Pitfalls

e The lookup column and result column must be the same length: $B$2:$B$13 and
$G$2:$G$13, not $G$2:$G$20.

« Avoid using whole columns such as B:B in large files; this slows down the
spreadsheet. See Speed up a slow spreadsheet.

» If you send the file to someone using a very old version of Excel (2016 or earlier),
they won't have XLOOKUP. Use VLOOKUP instead.

Euro-Office guide - www.weboke.nl 242 /298



WebOké

15.5 Dates that come in as text or have day and
month swapped

You pull an export from your bank, webshop or accounting software and the dates look
wrong: 03/04/2027 turns into 4 March instead of 3 April, or you can't calculate or sort with
them. In that case, the dates are stored as text.
Recognising it

» Text dates sit on the left of the cell, real dates on the right.

« If you choose Long Date as the number format and nothing changes, it's text.

o A formula like =C3+30 gives #VALUE! or something odd.
First: set the region correctly

Go to File, Advanced settings and set Region to your own language and country, for
example English (United Kingdom) (see Copying formulas from Excel: English function
names and the comma). Then Euro-Office reads everything you type yourself as day-
month-year.

Converting text into a real date

If A3 contains the text 03/04/2027 (day/month/year), enter this in C3:
=DATE(RIGHT(A3,4),MID(A3,4,2),LEFT(A3,2))

RIGHT takes the last four characters (the year), MID takes the two characters starting at
position 4 (the month), and LEFT takes the first two (the day). DATE turns this into a real
date.
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WebOké Cloud met Euro-Office

3. Want to get rid of the old column? Copy column C, right-click and choose Paste

special with values only. Then you can delete column A.

American dates (month/day/year)

If the export comes from an American system (04/03/2027 for 3 April), swap MID and LEFT:

=DATE(RIGHT(A3,4),LEFT(A3,2),MID(A3,4,2)).

Pitfalls

« |Is the day or month sometimes a single digit (3/4/2027)? Then the fixed position
won't work. First use Text to Columns on the Data tab with the forward slash as the
separator (under Other), then apply =DATE(year,month,day) to the three columns.

« Don't use =TEXT() to "fix" it: that just gives you text again.

» If it comes from a CSV file, also take a look at Opening a CSV file with semicolons and

strange characters correctly.
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15.6 Keeping the leading zero in a phone number
or postcode

Type 0612345678 into a cell, and the spreadsheet turns it into 612345678. After all, a
number never starts with a zero. But with phone numbers, Belgian postcodes, article codes
and customer numbers, you want to keep that zero.

Beforehand: set the column to Text

1. Select the column (click the column letter) before you type or paste anything.
2. On the Home tab, click the number format drop-down list (1) and choose Text.
3. Everything you now type or paste stays exactly as it is, including the zero.
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WebOké Cloud met Euro-Office

Type an apostrophe before the number: '0612345678. You won't see the apostrophe in
the cell, but the zero stays.
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Codes with a fixed length

Does an article code always need to be six digits (000123)? At the bottom of the drop-
down list, choose More formats and create your own format, 000000. The code then
remains a number you can sort by, but it's always padded with zeros.

Has the zero already disappeared?

Setting the format to Text afterwards doesn't bring the zero back. In an empty column,
enter =TEXT(D2,"0000000000") for ten-digit phone numbers, drag it down, then paste
the result back as values (right-click, Paste special).

Pitfalls

« A phone number isn't a number you calculate with. So +31 6 12345678 with spaces
can perfectly well be text too.

« With a CSV import, the import itself determines whether the zero is kept. If it went
wrong, set the column to Text afterwards and import again. See Opening a CSV file
with semicolons and strange characters correctly.

« Long numbers such as an IBAN or national ID number should also be text: as a
number, they'll be rounded off or shown as 1.23E+17.
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15.7 Opening a CSV file with semicolons and
strange characters correctly

Exports from online shops, banks and membership administration systems are almost
always CSV files. We hear two complaints again and again: everything ends up in one
column, or strange characters appear, like A« instead of &. You can fix both when you open
the file.

Why does it go wrong?

e One column: Dutch programs usually separate fields with a semicolon, English
ones with a comma. If the spreadsheet picks the wrong character, everything ends
up in column A.

» Strange characters: the file is saved in a different encoding than the spreadsheet
expects. Older Windows programs often use Windows-1252 (Western European),
newer ones use UTF-8.

Note: clicking opens the text editor

If you click a CSV file in your WebOké Nextcloud, Nextcloud opens it as plain text in the
text editor, not as a spreadsheet. To turn it into a proper table, import the CSV file into a
spreadsheet.

How to import it correctly

1. Create a new, blank spreadsheet (or open the spreadsheet you want to add the data
to).

2. Go to the Data tab, click Get Data and choose From Local TXT/CSV. Choose the
CSV file on your computer. If the file is online, choose From TXT/CSV Web Address
instead.

3. The Text Import window opens. Check the Preview to see whether the letters look
right. If you see strange characters for é, é and 0, choose a different encoding under
Encoding. For exports from older Windows programs this is usually Western
European (Windows); for newer ones it's Unicode (UTF-8).

4. Under Delimiter, choose Semicolon or Comma until the preview shows neat
columns. Euro-Office often detects the delimiter automatically.

5. Under Choose where to put the data, select the top left cell, for example $A$1,
and click OK.
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30 Min; 24,95 Max; 46482 SOM: 228233.45

The export is now in columns; amounts and dates are genuine numbers and dates

Use Advanced to set the decimal separator and the thousands separator. For amounts
such as 1,249.00, choose a period as the decimal separator and a comma for thousands.
See also Importing and exporting CSV files.

Pitfalls

» After opening, you're working in a CSV file. A CSV doesn't store formatting, formulas
or extra sheets. If you want to keep working with it, save a copy as xIsx via File,

Save Copy As.

o Leading zeros (postcodes, phone numbers) and long numbers such as an IBAN can
get lost when you open the file. See Keeping the leading zero in a phone number or

postcode.

» Dates can come in as text. See Dates that come in as text or have day and month

swapped.
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15.8 Finding and removing duplicate customers

If you merge two address lists, or export twice from your webshop, customers can end up
listed twice. In our example, the invoices for Kapsalon Knip and Bakkerij Van Dijk appear
twice. Here's how to find and remove them.

Step 1: check first

Never delete blindly. Highlight the duplicate values first:

1. Select the column you want to check for duplicates, for example the email
addresses.

2. On the Home tab, click Conditional formatting (this is what Euro-Office calls
conditional formatting) and choose Duplicate/Unique.

3. Choose a colour. Now you can see at a glance which values occur more than once.
Sort by that column to group them together.

Step 2: remove them

. Select the whole table, including the headers.

. On the Data tab, click Remove duplicates.

. Leave My data has headers ticked.

. Under Columns, only tick the columns that together determine what counts as a
duplicate. If you select everything, an entire row must match exactly. If you select
only Email, one row remains per email address.

5. Click OK. Euro-Office will tell you how many duplicate rows it has removed.

A W N B
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Remove Duplicates: choose the columns that together determine what counts as a duplicate

Pitfalls

« The first row stays, later ones are removed. If you want to keep the most recent
data instead, sort by date first, with the newest at the top.

« "Jan de Vries" and "jan de vries " (with a space) are different as far as the
spreadsheet is concerned. Clean up spaces first with TRIM (see VLOOKUP returns
#N/A: here's how to fix it).

» Made a mistake? Press Ctrl + Z straight away. Later on, you can use the file's
version history instead.
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15.9 Colour the whole row when the invoice is

paid

With regular conditional formatting, only the cell itself gets coloured. For an invoice list,
task list or members list, you often want to colour the whole row when one column
contains something, for example "Betaald". You do this with a rule using a formula.

Step by step

1. Select the whole table without headers, in the example A2:H13. So not just the

Status column.

2. On the Home tab, click Conditional formatting and choose New rule.

w

. For Rule, choose the type Formula.

4. Type the formula =$H2="Betaald". H is the column with the status, 2 is the first

row of your selection.

5. For Format, choose a fill colour and click OK.
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Y 9 ingrid@deletter.nl 02-02-2027 € 119,40 Open
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11 kantoor@notarisdevries.n| 09-02-2027 € 179,40 Open
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mecturan’| Opzosken | Werkdager ot lle wijzigingen zijn opgeslagen
Fact: Al 7

Alle betaalde facturen kleuren mee. de hele rij WwebOké Cloud met Eura-Office

Every row with Betaald in column H gets the colour

Why the dollar sign?

The dollar sign before the H locks the column: every cell in the row looks at column H.
There's no dollar sign before the 2, so row 3 looks at H3, row 4 at H4, and so on. If you
make it =$H$2, everything looks at the same cell and either colours everything or nothing.

More examples

o Overdue and still open: =AND($H2<>"Betaald",$F2<TODAY()-30): open invoices
older than 30 days.

» Alternating colour: =MOD(ROW(),2)=0.

« A high amount: =$G2>200.

Pitfalls

» Everything or nothing coloured? Check the dollar signs and whether the formula
starts at the first row of your selection.

» Copying and pasting rows can create duplicate rules. Clean them up via Conditional
formatting, Manage rules (see Conditional formatting).

« Capital letters don't count in the comparison: "betaald" also gets coloured. A trailing
space does: "Betaald " doesn't get coloured.
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15.10 A checklist with check boxes in a
spreadsheet

A to-do list, checklist or attendance list with boxes to tick: Euro-Office can do that. On the
Insert tab, you'll find the Check box button.

Inserting a check box

1. Click the cell where the box should go, for example 12 in the Checked column.
2. On the Insert tab, click Check box (1).

3. A box appears in the cell. Click it to tick or untick it.

demo.webokecloud. nlfindex. phpfappsffiles/7dir=/webOkégopenfile=true
PfapE ¥

M Bestand  Start

Vierhoek 387 -

A A ]

Invoegen

Pagina-indeling

S

Afbeelding Vorm

Formule

o) alll

Aarbevolen Grafiek
grafiek -

E

F
Factuurdaturmn Bedr:

Gevorderd Klantenlijst.xlsx

& pelen 3 Q

Tekstvak }ist Koptekstenfvoetteksten
it

G H

BN Factuur Klant Contactpersoon Telefoon E-mall Status

2 Fa027001
1 F2027-002
4 F2027-003
5 F2027-004
6 F2027-005
7 F2027-006
8 F2027-007

Y 5 Faneroo8
10 F2027-009
11 F2027-010
12 Fa7-011
13 F2027-012
14
15
15

Bakkeri] Van Dijk
Kapsalon Knip

Tandarts Smit
Kapsalan Knip

Sportschool Fit
Motaris De Vries
Hotel De Haven
aakeri] van Dijk

= Facturen

Bloemisterij Het Zonnetje

Fletsenmaker De Spaak

Aachitect Vermeer

Boekhandel De Letter

Jan de Vries

Petra van Dijk

Kees Jansen
Fatima el Amrani
Sanne Vermeer
Ruud Smit

Fatima el Amrani
ingrid Bos
Mohammed Yilmaz
Willern van der Berg
Lotte Mulder
Petravan Dijk

0612345678
0201234567
0687654321
0715551234
0297123456
0381234567
0715551234
0182654301
0152345678
0208765432
0713456789
0201234567

info@hetzonnetje.nl
petra@bakkerijvandijk.nl
kees@despaak.nl
fatima@kapsalonknip.nl
sanne@vermeer-architect.nl
praktijk @tandartssmit.nl
fatima@kapsalonknip.nl
ingrid@delatter.n|
info@sportschoalfit.nl
kantoor @notarisdevries.nl
receptie@hotekdehaven.n|
petra@bakkerijvandijk.nl

Check box (1) on the Insert tab puts a box in the cell

Calculating with the ticks

05012027
08-01-2027
12-01-2027
15-01-2007
19-01-2027
22012027

€119,40 Betaald 1] ChechBox 1
€149,40 Betaald
€239.40 Open
€149,40 Bataald
€119,40 Open
€209,40 Betaald
€149.40 Betaald
€119.40 Open
€209,40 Betaald
€179.40 Open
€ 269,40 Betaald
€149,40 Betaald

Alle wijzigingen zijn opgesiagen

Regelafstand

Meerdete ~ 1
Afstand tussen alinea's
Vadr Na

0cm T 0em

— Zoomen 100% -+

A check box is a small object that sits on top of the cell. If you want to calculate with the
ticks, link the box to a cell: right-click the box and choose Cell snapping. That cell returns

TRUE if the box is ticked and FALSE if it's empty (Euro-Office displays logical values in

English). You can then, for example, count how many are done: =COUNTIF(J2:J)13,TRUE),
or use conditional formatting (see Colour the whole row when the invoice is paid) to shade

a ticked row grey.
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Pitfalls and alternatives

« Each box is a separate object. For a long list, copy the box and paste it into the other
rows, then check the linked cell for each box afterwards.

« If you sort the list, the boxes don't always stay neatly with their row. For lists you sort
or filter often, a drop-down list is more practical: use Data Validation to create a list
with Yes;No or [;1 (see Data validation and drop-down lists). That value actually
sits in the cell and moves with it when you sort or filter.

» Check boxes from Excel remain visible when opened in Euro-Office.
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15.11 Protecting formulas in a shared spreadsheet

A timesheet or quote calculation in your WebOké Nextcloud gets filled in by the whole
team. Before you know it, someone types a number over a formula, and the total no longer
adds up. You want colleagues to fill in their data, but not touch the formulas.

How it works

Every cell has a Locked Cell checkbox, and by default it's ticked. This only takes effect
once you protect the sheet. The trick: untick the box for the cells people are allowed to fill
in, then protect the sheet.

Step by step

1. Select the cells colleagues may fill in, for example the amounts in B3:B11. (Or select
everything with Ctrl + A if almost everything needs to be editable.)

2. Go to the Protection tab and untick Locked Cell (1).

3. Select the cells containing formulas, such as the total in B12, and make sure Locked
Cell is ticked there. If you also want to hide the formula, tick Hidden Formulas (2):
the result stays visible, but the formula doesn't.

4. Click Protect Sheet (3).

5. Optionally choose a password and tick what everyone is still allowed to do, such as
Format cells, Insert rows, Sort or Use AutoFilter. Click Protect.
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Mohammed Yilmaz
Willemn van der Berg
Lotte Mulder
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02-02-2027 €11%,40 Open
05-02-2027 € 207,40 Betaald
0-02-2027 £179,40 Open
12022027 € 269,40 Betaald
0801-2027 € 147,40 Betaald

Gevorderd Klantenlijst.xlsx
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Protect Sheet: password and what others are still allowed to do
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If someone now tries to change a formula, Euro-Office will let them know the cell is
protected. Want to make changes yourself? Click Protect Sheet to remove the protection
(using the password), then turn it back on afterwards.

Different permissions per person

With Allow edit ranges in the same window, you create ranges that specific people, or
anyone with a password, are allowed to edit. This way, sales can fill in only the sales
column and accounting only the costs.

Pitfalls

« A forgotten password can't be recovered, not even by WebOké. Keep it safe, for
example in your password manager. Or protect without a password: that alone
already prevents mistakes.

« On a protected sheet, no one can sort or filter unless you tick that option
beforehand. So turn on the filters before protecting the sheet.

» Sheet protection is meant to guard against mistakes, not against malicious people.
Anyone who can edit the file can also copy it. So only share sensitive data with
people who are allowed to see it.

« Want to also stop sheets from being deleted or renamed? Use Protect workbook on
the same tab.
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15.12 Filtering without bothering your colleagues

You work with three people in the same invoice list in your WebOké Nextcloud. You filter by
"Open", and suddenly your colleague also sees only the open invoices. Or the other way
round: someone sorts, and you lose your place. The solution is called Sheet View.

Creating your own view

1. Go to the View tab.

2. Under Sheet View (1), click New. The column and row headers turn a colour, and
Euro-Office tells you that you're in sheet view.

3. Now set your filters and sorting. Only you (and anyone who selects the same view)
will see these; your colleagues just carry on working in the normal sheet.

4. Done? Click Close to go back to the normal sheet.

eoe & demo.webokecloud.nlfindex. php/appsffiles/7dir=WebOkéaopenfile=true web: ke

B Bestand  Start  Invoegen Tekenen  Pagina-indeling  Formule g king Beveiliging Beeld Gevorderd Klantenlijst.xlsx Bpelen r Q@ X

@ G Nieuw B 1o & [ & Formulebalk (&) Rasterfijnen (%) Werkbalk altijd weergeven ¥ Linker zijbalk B [ Macro opnemen
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Bloemisterij Het Zonnetje Jan de Vries 0612345678 info@hetzonnetie.nl 05-01-2027 5 et - :
Bakkerij van Dijk Petra van Dijk 0201234567 petra@bakkerijvandijk.nl 08-01-2027
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Architect Vermeer Sanne Vermeer 0297123456 sanne@vermeer-architect.nl 19-01-2027 €11%,40 Open
Tandarts Smit Ruud Smit. 0381234567 praktijk @tandartssmit.nl 2201-2087 € 209,40 Betaald
Kapsalon Knip Fatima ef Amrani 0715551234 fatima @kapsalonknip.nl 15-01-2027 €149,40 Betaald
Boekhandel De Letter Ingrid Bos 0182654321 ingrid@deletter.nl 02-02-2027 €11%.40 Open
Sportschool Fit Mohammed Yilmaz 0152345678 info @spartschoolfit.ni 05-02-2027 € 207,40 Betaald
Motaris De Vries Willem van der Berg 3 kantoor i ies.nl 07-02-2027 €179.40 Open

F2027-011 Hatel De Haven Lotte Mulder 0713456789 receptie@hoteldehaven.nl 12-02-2027 € 269,40 Betaald

F2027-012  Bakkeri] Van Dijk Petra van Dik 0201234567 petr i ijk.nl 08-01-2027 € 147,40 Betaald

Randstijl
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Sheet View (1): new, close or manage
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In sheet view, filters and sorting are only for you, use Close (1) to go back

Saving and reusing views

Go to View manager to see all your sheet views. Give them a clear name using Rename,
for example "Open invoices" or "Utrecht only". Use Go to view to select one again later.

Pitfalls

» A sheet view only saves filters and sorting. If you type an amount in a sheet view, it
does change for everyone.

o Sheet views are an Euro-Office feature. If someone opens the file in Excel, they'll see
the normal sheet.

« Working with lots of people at once in a large file? Also read Speed up a slow
spreadsheet.
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15.13 Splitting first name and surname from one

column

Your address list has "Jan de Vries" in one cell, but for a mailing you want "Dear Jan". So

you need the first name on its own. There are two ways to do this.

Method 1: Text to Columns

1. Make sure there are enough empty columns to the right of the names. Otherwise,

existing data will be overwritten.
2. Select the cells with names.
. Click Text to Columns on the Data tab.

w

4. Under Delimiter, tick only Space and check the Preview to see the result. Click

OK.
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Text to Columns: choose the space as the delimiter
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Drawback: with "Jan de Vries", "de" and "Vries" end up in separate columns, and with

"Willem van der Berg" you get four columns.

Method 2: with formulas (better for names with prefixes)

If the name is in C2:
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o First name: =LEFT(C2,FIND(" ",C2)-1). Everything up to the first space.
o The rest (prefix and surname): =MID(C2,FIND(" ",C2)+1,100). Everything after the
first space, so "de Vries" and "van der Berg" stay intact.

Drag both formulas down. If you want to get rid of the formulas, copy the columns and
paste them as values (right-click, Paste special).

Tip: to do the reverse, joining first name and surname together, use =A2&" "&B2 or
=TEXTJOIN(" ",1,A2:B2).
Pitfalls

« Double first names ("Anne Marie de Groot") and names without a space can't be split
flawlessly by any method. Be sure to check the result.

« If a cell doesn't contain a space, FIND returns an error. Catch it with IFERROR:
=|FERROR(LEFT(C2,FIND(" ",C2)-1),C2).
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15.14 Calculating working days between two
dates, excluding public holidays

How many working days do you have for a task? When does a ten working day payment
term expire? Simply subtracting the dates also counts weekends and public holidays.
There are special functions for that.

Working days between two dates

1. Put your public holidays in a list, in the example in F3:F10 (New Year's Day, Easter,
King's Day, Liberation Day, Ascension Day, Whitsun and Christmas).

2. If the start date is in B3 and the end date in C3, type in D3:
=NETWORKDAYS(B3,C3,$F$3:$F$10).

3. Drag the formula down. The dollar signs keep the public holidays list in place.

L R & demo.webokecloud.nlfindex, php/appsffiles/7dir=/WehOkéaopenfile=true

M Bestand Start  invoegen Tekenen  Pagina-indeling  Formule G

Werkdagen Feestdagen 2027
1 01-01-2027
4 Verhuizing mail Tandarts Smit. 03-05-2027 21-05-2027 29-03-2027
5 Nextcloud Hotel De Haven 13122027 31-12-2027 27-04-2027
6

05-05-2027
06052027
17-05-2027
25-12-2027
26-12-2027

Tekstoriéntatie

Hoek 0°

Tekstbeheer

NETT

NETWORKDAYS (1): from 19 April to 14 May 2027 there are 17 working days

In the example: from Monday 19 April to Friday 14 May 2027 there are 20 weekdays.
King's Day and the two public holidays in the week of 5 May drop out: 17 working days.

A date a number of working days ahead

The final payment date, ten working days after the invoice date in F2:
=WORKDAY(F2,10,Feestdagen!$A$2:$A$10). Give the cell the Short Date format.
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A different working week

Do you, for example, work from Tuesday to Saturday? Then use NETWORKDAYS.INTL.
The third part is a seven character code for Monday to Sunday, with 1 for a day off:
=NETWORKDAYS.INTL(B3,C3,"1000001",$F$3:$F$10) for days off on Monday and Sunday.

Pitfalls

« NETWORKDAYS counts both the start and end date. If you want "the number of days
in between", subtract 1.

« If the dates are stored as text, you'll get #VALUE!. See Dates that come in as text or
have day and month swapped.

» In the formula bar, Euro-Office sometimes places an @ before the public holidays
range (...,@%$F$3:$F$10). That's part of how Euro-Office displays the formula, the
result is simply correct.

» Ordinary calendar days between two dates: =C3-B3, with the Number format.
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15.15 Printing a wide worksheet on one A4 page,
with the header row on every page

You print your invoice list and the last columns end up on a second sheet. Or the list is

long, and by page 2 nobody can tell which column is which. You can fix both on the Layout
tab.

All columns on one page

1. Go to the Layout tab.

2. Click Scale To Fit and set Width to 1 page. Leave the height on automatic: that way
a long list can still run over several pages, but all the columns stay side by side.

3. If the table is very wide, also set Orientation to landscape.

The header row on every page

1. On the Layout tab, click Print Titles.

2. Under Repeat rows at top, use Repeat... to choose the row with your headings,
usually the first row.

3. Click OK.
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Checking before you print

Click File and then Print. On the right, you see a preview of each page. On the left, you
set up the same options again: under Scale, for example, choose Fit All Columns on
One Page, and under Print Titles, choose the repeated row. Here you can also tick Print
Gridlines if you want the lines to appear on paper.
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Printing only part of a sheet

Select the cells, click Print Area and choose Set print area. Use Clear print area
afterwards to print everything again.

Pitfalls

» Twenty columns on one A4 page becomes unreadably small. Choose landscape
instead, hide columns you don't need on paper, or print on A3.

» Do you see a blank second page? There's probably some formatting or a stray space
somewhere far away. Set the print area to just your table.

« Want to send it as a PDF? Choose save as PDF when printing, or use Download As
and PDF.
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15.16 Speed up a slow spreadsheet

Large workbooks with thousands of rows and formulas can become slow: opening takes a
long time, filtering stutters and you have to wait after every change. This usually isn't
down to your computer, but to how the spreadsheet is built. These steps will make it run
much more smoothly.

1. Don't use whole columns in formulas

=SUMIF(A:A,...) or =XLOOKUP(...,B:B,...) calculates across more than a million rows, even if
you only use 2,000. Use a fixed range instead: $A$2:$A$5000.

2. Lighter formulas

« Thousands of SUMIF or VLOOKUP formulas that refer to another sheet slow the file
down. A single pivot table often does the same job much faster (see Pivot tables).

o TODAY(), NOW(), INDIRECT() and RAND() recalculate with every single change. Use
them sparingly.

3. Convert fixed results to values

Does a result no longer change, such as last year's figures? Copy the cells, right-click and
choose Paste special with values only. That way Euro-Office doesn't have to keep
recalculating them.

4. Tidy up

« Remove empty rows and columns that still have formatting applied, right up to the
end of the sheet. Press Ctrl + End: if you end up far below your last data, there's
still formatting sitting there.

« Clean up conditional formatting via Manage rules: after a lot of copying and
pasting, there are often dozens of duplicate rules there.

 Remove large images and worksheets that no one uses any more.

5. Split it up

Put older years in a separate archive file. A workbook containing only this year's data
opens much faster.

6. Working with many people at once

If a lot of colleagues work in the file at the same time, set the collaborative editing mode
to Strict on the Collaboration tab. Other people's changes will then only come through
when they save, so you're not constantly interrupted.
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Please note: if a file is still very slow after these steps, please contact WebOké support.
Mention the file name and what's slow (opening, typing, filtering).
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15.17 Starting page numbers from page 3 onwards

With a dissertation, annual report or quotation, the cover page has no number, and neither
does the table of contents. Numbering should start at 1 on page 3. You do this by splitting
the document into two sections: one section without numbers and one with numbers.

As an example, we'll use the annual report of Bloemisterij Het Zonnetje: page 1 is the
cover page, page 2 is the contents, and the text starts from page 3 onwards.
Step 1: insert a section break

1. Place the cursor at the end of the table of contents, so on the last line of page 2.
2. Go to the Layout tab and click Breaks (1).
3. Choose Insert section break (2) and then Next Page.
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If there's already a reqgular page break between page 2 and 3, remove it first. Otherwise,
you'll end up with a blank page.

Step 2: break the link

1. Double-click in the footer at the bottom of page 3 (or choose Header & Footer, Edit
footer on the Insert tab).
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2. Turn off Link to Previous (1). Now the footer of section 2 is separate from that of
section 1.
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In the footer of the new section: turning off Link to Previous (1)

Step 3: insert a page number and startitat 1

1. In the footer of page 3, click Page number and choose the position, for example
centre bottom.

2. Click Page Numbering and choose Start at 1. Click OK.
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Only want the cover page without a number?

Then you don't need sections. In the footer, turn on Different first page and leave the
footer of page 1 empty. If you want page 2 to get number 1, set Start at to 0.

Pitfalls

» Headers and footers are linked separately. If you also want a different header from
page 3 onwards, turn off Link to Previous in the header as well.

o On the very first page, you won't see Link to Previous. That's correct: the first
section has no previous one.

» Is there still a number on the cover page? Go to the footer of page 1 and remove the
number there. Because the link has been broken, page 3 stays numbered.

« See the hidden section breaks with the Nonprinting characters button on the
Home tab (see A blank page at the end that won't go away).

More about headers and footers in Headers, footers and page numbers.
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15.18 One page in landscape within a portrait
document

A wide table or planner won't fit on a portrait page, but the rest of your document needs to
stay portrait. You can solve this with sections: each section can have its own orientation.

Step by step

1. Place the cursor at the end of the page before the page that needs to become
landscape.

2. Go to Layout, Breaks, Insert section break and choose Next page. A new page
starts in a new section.

3. Click Orientation (1) and choose Landscape. From here on, everything is
landscape.

4. Place the cursor at the end of the landscape page and insert another Next page
section break.

5. Place the cursor on the page after that and choose Orientation, Portrait.
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Pitfalls

» Check the page numbers after the landscape page. If they don't flow correctly, open
the footer and check under Page numbering whether Continue from previous
section is selected.

» A landscape page has a different width, so the header and footer may look different.
If you want to change that, turn off Link to previous (see Starting page numbers
from page 3 onwards).

« There's no "landscape from here" button like in some versions of Word. The two
section breaks are the way to do it.

» Do you see a blank page? Then there's a regular page break next to the section
break. See A blank page at the end that won't go away.

Euro-Office guide - www.weboke.nl 274 /298



WebOké

15.19 A blank page at the end that won't go away

A blank page at the end of a document that you can't get rid of: it's one of the most
searched text questions. There's almost always something invisible involved: a blank
paragraph, a page break, or the compulsory paragraph after a table.

Step 1: make the invisible visible

On the Home tab, click Nonprinting characters, the 9 symbol. Now you'll see every
paragraph (1), every page break, and every section break.

Step 2: remove it

« Blank paragraphs on the blank page: select the 9 symbols and press Delete.

« A page break or section break just before the blank page: place your cursor in
front of it and press Delete. Be careful with a section break: the formatting of the
section after it (orientation, header and footer) may change.

Does your document end with a table?

There's always one paragraph after a table that you can't delete. If it doesn't fit on the
page anymore, you'll get a blank page. Make that paragraph as small as possible:

1. Place your cursor in that last 9 below the table.

2. Set the font size to 1.

3. In the paragraph settings on the right, set Line spacing to Exactly and 1 pt, and
set the spacing before and after to 0.

Now the paragraph fits on the previous page and the blank page disappears. If that
doesn't help, try making the bottom margin slightly smaller via Layout, Margins, or make
the table one row shorter.

Tip: switch Nonprinting characters off again afterwards. They don't print, but your
document reads more pleasantly without them.
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15.20 Repeating the header row of a long table on
every page

A price list, member list or schedule runs over several pages. On page 2 and beyond, the
reader no longer knows which column is which. So let the header row return automatically
on every page.

Step by step

1. Click in the first row of the table, the row with the headings. If your header consists
of two rows, select them both.

2. Open the table settings on the right.

3. Tick Repeat as header row at the top of each page (1).
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The header row now also appears at the top of page 5

Scroll to the next page: the header row is now there too. If you change the headings in the
first row, they change everywhere. A repeated header row can only be edited on the first

page.

Pitfalls

« This only works with the top row or rows of the table. You can't repeat a row halfway
down.

« Doesn't the header row come back? Check that the table isn't inside a text box, and
that the table isn't made up of separate tables (an empty line in between turns it into
two tables).

» It's best not to use merged cells in the header row, as these sometimes cause a
messy repetition.

e Check the result in the print preview via File, Print.

More about tables in Inserting and formatting tables.
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15.21 Images that jump around as you type

You place a logo or photo neatly in position, type a sentence next to it, and the image
jumps to another spot or even to the next page. This happens because of the way the
image is positioned "in" the text: the wrapping style.

Why does this happen?

By default, an image is set to Inline: it behaves like a (very large) letter in the sentence.
Type in front of it, and it shifts along, just like the words.

Fixing the image in place

1. Right-click the image and choose Advanced Settings (or click the image and
choose Show advanced settings on the right).

2. Under Wrapping Style, choose something other than Inline, for example Square
(text wraps around it), Top and bottom, Behind text (as a background) or In front
of text.

3. Go to Position and fix the location relative to the page or the margin, instead of
relative to the paragraph.

4. Switch off Move object with text. Now the image stays put when you type above
it.

5. Click OK.

Letterhead with a logo in the top right

If you want a logo to appear on every page, it's better to place it in the header (double-
click at the top of the page). That way, it will never move along with the text. See Headers,
footers and page numbers and Creating a letter or quote.

Pitfalls

« A document from Word sometimes looks slightly different: the logo is shifted a few
millimetres. In that case, set the position relative to the page again, or use Relative
position.

« With Behind text, the image can be tricky to click. Try clicking an edge that falls
outside the text, or temporarily change the wrapping back.

More about images in Images, shapes and text boxes.
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15.22 Creating letters from a recipient list

An invitation, reminder or newsletter to all your customers, each with the right name and
address on it. Typing them out one by one is a lot of work. With Mail merge, Euro-Office
creates all the letters at once from a spreadsheet of addresses.

What do you need?

« A spreadsheet (xIsx) in your WebOké Nextcloud with the column names in the first
row, for example Salutation, Name, Company, Address, ZIP Code, City. Each following
row is one recipient.

» A letter (docx) with the fixed text.

Step 1: linking the recipient list

1. Open the letter.

2. Go to the Collaboration tab and click Mail merge (1).

3. Choose From Storage to pick the recipient list from your Nextcloud, From file for a
file on your computer, or From URL for a file on the internet.

[T X ] & demo.webokecloud.nlfindex, phpfappsffiles/7dir=wWebOkéaopenfile=true web: ke
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Amsterdam, 22 oktober 2026

Geavanceerda instellingan
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Uitnodiging: slim werken met Euro-Office

Graag nodigen wij u uit voor ons gratis webinar "Slim werken met Euro-Office”™ op 12
november. We laten zien hoe u in uw WebOke Nextcloud samen aan documenten werkt.

Met vriendelijke groet,
Team WebOké

Nederiands - Nederland + & [B] % - |

Mail merge (1): choose where the recipient list is located

The Mail merge settings appear on the right. Use Edit recipient list to tick or untick
recipients.
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Step 2: adding fields to the letter

1. Place the cursor where the name should go.

2. Click Insert merge field on the right and choose Name.

3. Do the same for Company, Address, ZIP Code and City. Add spaces and line breaks
between the fields yourself, and for example type a comma after the salutation.

[T X ] @ demo.webokecloud.nlfindex.phpfapps/files/7dir=/WebOkétopenfile=true web ke
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Samenvoegveld invoegen -
samenvoeguetden markeren

Voorbeeld van resultaten

Samenvoegen naar

Amsterdam, 22 oktober 2026

Downloaden opsiaan

Uitnodiging: slim werken met Euro-Office

Graag nodigen wij u uit voor ons gratic webinar "Slim werken met Euro-Office” op 12
november. We laten zien hoe u in uw WebOke Nexicloud samen aan documenten werkt.

Met vriendelijke groet,

Team WebOké

Paginalvanl T Aantal woorden alle wijzigingen zijn opgesiagen Nederiands - Nederland « & [A]

Merge fields in the letter; Insert merge field (1) on the right

Step 3: checking and merging

1. Click Preview results. Use the arrows to browse through the letters per recipient.

2. Under Merge to, choose what you want: a single PDF with all the letters for
printing, a Docx to check further, or Email.

3. Choose whether you want all records or just some, then click Download or Save.
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Jan de Viies
Bloemistenj Het Zonnetje
Prinsengracht 12

Amsterdam, 22 oktober 2026

Uitnodiging: slim werken met Euro-Office

Graag nodigen wij u uit voor ons gratis webinar "Slim werken met Euro-Office” op 12
november. We laten zien hoe u in uw WebOke Nextcloud samen aan documenten werkt.

Met vriendelijke groet,
Team WebOké

Alle wijzigingen zijn opgeslagen

ens van de eerste klant

Preview results (1): the letter with the first customer's details

Pitfalls and limitations

Samenvoegvelden

Samenvoegelden markere

o (v} voorbeeld van resultaten

1 #

Samenvoegen naar
POF

Maximaal 100 geadresseerden

Meer informatie

% Alle records
Huidige record

Var Maar

Downloaden Opslaan

WebOké Cloud met Euro-Office

Euro-Office merges a maximum of 100 recipients at a time. If you have more, do it

in batches (records 1 to 100, 101 to 200) using From and To.
Mail merge works in the browser, in your WebOké Nextcloud.

Euro-Office can't create address labels (several addresses on one sheet): each

letter gets one recipient. A fair alternative: create the labels in a spreadsheet with
the addresses in a grid that fits your label sheet, or use a label program from your
label manufacturer.
Does a ZIP Code appear without a leading zero, or does an amount look odd in the

letter? Check the number format in the spreadsheet (see Keeping the leading zero in
a phone number or postcode).
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15.23 Seeing what's changed between two
versions of a contract

You send a contract to a client and get an edited version back, without the changes having
been tracked. What exactly has changed? Let Euro-Office compare the two versions for
you.

Step by step

1. Open your own, original version. In the example: Contract versie 1.

2. Go to the Collaboration tab and click Compare (1).

3. Choose Document from storage (from your Nextcloud), Document from file
(from your computer) or Document from URL.

4. Choose the other version. Euro-Office marks all the differences in your document as
tracked changes.
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Compare (1): choose where the other document is located
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WebOké Cloud met Euro-Office

All differences shown as tracked changes: 5 became 8 licences, twelve became twenty-four months

Going through the differences

» Use Display Mode to choose how you view it: Markup and balloons, Only
markup, Final (the new version) or Original.

« Go through the changes one by one and choose Accept or Reject for each. See
Removing comments and changes before sending a document.

» Use Combine (next to Compare) to merge two versions that both already contain
tracked changes.

Pitfalls

» Euro-Office compares word by word. A single different character within a word counts
as a changed word.

« If your version already contains tracked changes, these are treated as accepted
when comparing. Euro-Office asks you about this first. If you're unsure, make a copy
first.

» You can't compare while someone else is working in the document. Wait until your
colleague is finished, or work in a copy.

« Working with a PDF? Convert it to a docx first (see Converting a PDF into an editable
Word file) and then compare.
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15.24 Removing comments and changes before
sending a document

In a document the team has been working on, you'll often find comments ("is this price
correct?") and tracked changes. If you send it to a client like this, they'll see everything.
Here's how to clean up the document.

Step 1: process all changes

1. Go to the Collaboration tab.

2. Click the arrow next to Accept and choose Accept all changes. If you'd rather not
keep them, choose Reject all changes under Reject.

3. Turn off Track Changes so no new ones are added.
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Accept: the current change or all changes at once

Step 2: delete comments

On the Collaboration tab, click the button to delete comments (1) and choose Delete all
comments. To remove only your own comments, use Delete my comments.
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Alle opmerkingen in één keer verwijderen WebOké Cloud met Euro-Office

Delete comments (1): all of them or just yours

Step 3: check your work

Under Display Mode, choose Final and read through the document one more time. Also
open the comments panel on the left to check it's empty.

Even safer: send a PDF

Want to be absolutely sure nothing gets left in and that the client can't make changes?
Send a PDF: go to File, Download as and choose PDF. Or use Save copy as to create a
PDF in your Nextcloud and share it with a link.

Pitfalls

» Deleted comments are gone from the document. If you want to keep them, make a
copy first.

« An older version with all the comments is still stored in the file's version history. If
you share the file itself with the client, they'll be able to access it with editing rights.
So share a copy or a PDF instead.
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15.25 Adding the logo to all slides at once

You want your logo, brand colour and a footer on every slide of your presentation. Pasting
it onto each slide separately is a lot of work, and it never ends up in exactly the same spot.
Use the Slide Master instead: whatever you place there appears on every slide.

Step by step

1. Go to the View tab and click Slide Master. The Slide Master tab appears.

2. Click the top, largest slide on the left. That's the master slide, and the smaller
slides underneath are the layouts based on it.

3. Insert your logo via Insert and Picture, and position it where you want. You can also
choose the background, font and colours here.

4. Click Close Master. The logo now appears on every slide.

twerp  Diamodel  Samenwerking  Weergave

3]
Basispagina
sluten

(&l - Diasbasispagina

The Slide Master tab: the master slide on the left, with a layout below it

Not on the title slide?

Then don't add the logo to the master slide, but only to the layouts where you want it:
click that layout in the Slide Master (for example "Title and Content") and insert the logo
there.
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Pitfalls

» Is the logo missing from one slide? That slide might be using a layout without a logo,
or you've changed the formatting on that slide itself. Right-click the slide and choose

Reset slide.
» In the Slide Master, you can't accidentally move the logo while creating slides. If you

want to adjust it, go back to the Slide Master.
« Alogo you paste onto a regular slide only appears on that slide.

Find out more about layouts in Layouts and themes.

Euro-Office guide - www.weboke.nl 287 /298



WebOké

15.26 Making a presentation loop continuously
(trade fair, waiting room, shop window)

A screen in a shop, waiting room or at a trade fair stand needs to show the slides on its
own all day, without anyone clicking. To do this, you set up two things: each slide
advances automatically, and the presentation starts again at the end.

Step 1: make each slide advance automatically

1. Go to the Transitions tab.

2. Choose a transition if you like, for example fade.

3. Tick Delay and enter the number of seconds a slide stays on screen, for example 8.
4. Click Apply to all slides.

Step 2: turn on repeat

1. Go to the Home tab and click the arrow next to the slideshow button.
2. Choose Show settings.
3. Tick Loop continuously until '‘Esc' is pressed and click OK.

Step 3: start

Choose Show from Beginning. The presentation now runs endlessly. To stop it, press
Esc.

Pitfalls

» Animations set to start "on click" will wait for a click. On the Animation tab, under
Start, choose After previous.

« Turn off the screensaver and sleep mode on the computer, otherwise the screen will
go black after a while.

» The presentation runs in the browser, so it needs an internet connection to start. If
the connection drops at the trade fair, things can go wrong. In that case, download
the presentation as a pptx and play it with the Nextcloud Office program on the
computer (download via https://www.weboke.nl/download).

More about presenting in Presenting and Presenter View.
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15.27 Converting an old 4:3 presentation to
widescreen 16:9

Old presentations are often made in the "square" 4:3 format. On a modern TV or projector,
this leaves black bars on the left and right. Here's how to convert them to widescreen.

Step by step

1. First, make a copy: File, Save Copy As. This way you keep the original.
2. Go to the Design tab and click Slide size (1).

3. Choose Widescreen.

4. Go through all the slides.

L a8 demo.webokecloud.nlfindex. phpfapps/files/?dir=WebOkégopenfile=true
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Slide size (1): Standard (4:3) or Widescreen

After converting

- Stretched images and logos: click the image and reset the size on the right to the
correct ratio (lock the ratio and adjust the width). Or delete the image and paste it
again from the copy.

» Check the slide master: a logo on the master page is adjusted there, and this
appears on every slide. See Adding the logo to all slides at once.

- Empty space on the sides: make text boxes wider or add an image next to them.
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Pitfalls

« A presentation with many separate elements per slide requires manual work. For
large presentations, start with the slides that are used most often.

» Does the presentation still need to work on an old 4:3 projector? Then keep the
original alongside the new version.
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15.28 Making sensitive data invisible in a PDF

You want to share a PDF, but it contains data the recipient shouldn't see: a national
insurance number, bank account number, address or salary. Drawing a black box over it is
not enough: the text is still underneath and can be copied. That's a data protection risk.

So use redaction instead: this actually removes the text from the PDF.

Step 1: edit the PDF

1. First, make a copy of the PDF so you keep the original.

2. Open the copy and choose Edit at the top right (or click Edit PDF).

3. Click the Redact tab (1).

L L Y ] @ demo.webokecloud nlfindex. phpfapps/files/?dir=/webokéaediting=false&openfile=true

B Bestand Start Inveegen  Formulieren

E a [

POF Hand Selecteren

bewerken

The Redact tab (1): Mark for redactions, Redact Pages, Find Redact and Apply Redactions

Gevorderd Personeelsgegevens.pdf

Redigeren  Opmerking Samenwerking Beeld Gevorderd Personeeslsgegevens. pdf
T =
& 7]
Markeren voor  Pagina's  Zoeken er
redactie redigeren v redigeren

Personeelsgegevens

Maam Lisa de Wit

Functie Medewerker klantenservice

Adres Keizersgracht 101, 1015 GJ Amsterdam
Geboortedatum 14-03-1991

BSN 123456782

IBAN MNL91 ABNA 0417 1643 00
In dienst sinds

1 februari 2024

Uren per week 32

zicht Is vertrouweljk. Deel het alleen mel wie het nodig heeft

Step 2: mark what needs to go

(=) Bewerken -

« By hand: click Mark for Redaction and drag over the text or area that needs to be

removed.

» Search: click Find Redact, type in, for example, the national insurance number or a
name, and mark all the places it's found in one go. Handy if something appears

often.

« Whole pages: choose Redact Pages and enter the page numbers, for example 2,

5-7.
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Marked sections get a frame around them. They're not removed yet: you can still remove
the mark.

Step 3: apply

1. Click Apply Redactions.

2. Euro-Office warns you that the information will be permanently removed. Click
Apply.

3. A black block now appears where the text was. The text underneath is truly gone.

Pitfalls

» You can't undo redaction once you've saved. So always work on a copy and keep the
original in a safe place.

» Also check what you can't see: does the name also appear in the file name, the
document title or a comment? Remove comments and give the file a neutral name.

« With a scanned PDF (a photo of paper), searching won't find anything, as there's no
text. In that case, mark it by hand instead.

« If you then send the PDF by email or link, only share the redacted copy.
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15.29 Rotating, deleting or merging PDF pages

A scanned attachment is upside down, there's a blank page in between, or you need to
send three PDFs together as one file to the council or your mortgage adviser. You can do a
lot of this in Euro-Office.

Rotating or deleting a page

1. Open the PDF and choose Edit in the top right.

2. Open the page thumbnails (3) on the left using the Page thumbnails button and
click on the page. Use Ctrl or Shift to select more.

3. On the Home tab, click Rotate Page or Delete page. If you right-click a thumbnail,
you'll also find Delete page, Rotate left and Rotate right there.

4. To change the order, drag a thumbnail to another spot.

@@ Bestand Start  Invoegen  Formulieren

B )
b POF Hand Selecteren
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Personeelsgegevens

© 4 m

Naam Lisa de Wit

Functie Medewerker klantenservice

Adres Keizersgracht 101, 1015 CJ Amsterdam
Geboortedatum 14-03-1991

BSN 123456782

IBAN NL91 ABNA 0417 1643 00

In dienst sinds 1 februari 2024

Uren per week

The page thumbnails on the left (3); Rotate Page and Delete page on the Home tab

Merging PDFs
Euro-Office doesn't have a button for merging files. Here's how to do it anyway:

1. Open the second PDF in edit mode, select the thumbnails of the pages you want on
the left and copy them with Ctrl + C.
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2. Open the first PDF in edit mode, click the thumbnail after which the pages should go
and paste with Ctrl + V.
3. Save the result under a new name via File, Save copy as.

Pitfalls

« Can't paste pages into your PDF, for example with a protected PDF? Print the PDFs
together into one PDF from your computer instead, or use the merge function in your
computer's PDF program.

« With very large scans (lots of pages with photos), things can get slow. Work with
smaller sections instead.

« PDF forms with fillable fields: after merging, the fields don't always work anymore.
Fill in the form first.

Read more about editing PDFs in Editing a PDF.
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15.30 An Excel file with VBA macros: what now?

Many businesses have Excel files (xIsm) with macros: buttons that create an invoice, sort a
list or copy data. Those macros are written in VBA, the programming language of Microsoft
Office. What happens when you open such a file in your WebOké Nextcloud?

The honest answer

Euro-Office does not run VBA macros. The file simply opens, you'll see all the data and
formulas, but the buttons and automatic actions won't do anything. Macros in Euro-Office
are written in JavaScript, a different language.

What can you do?

« Only use the file for the data: filling in, viewing and calculating works fine. Use
the macros in Excel instead.

 Recreate the macro in Euro-Office: go to the View tab and click Macros. Here
you can create a macro in JavaScript, or record it with Record macro: Euro-Office
then captures your actions as a macro.

« Check whether you still need the macro: many old macros sort, filter or colour
cells. You can often achieve the same thing without a macro, using a pivot table,
conditional formatting (see Colour the whole row when the invoice is paid) or
XLOOKUP (see XLOOKUP: looking up to the left and with your own message).
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The Macros window: macros and custom functions on the left, the JavaScript code on the right

A custom function

Did you use a custom VBA function in formulas in Excel, such as =VAT(A1)? In the Macros
window, you can create your own function in JavaScript under Custom functions. This
does require some programming knowledge. Such a function only works in Euro-Office, not
in Excel.

Pitfalls

« Always keep the original. If you save an xlsm file in Euro-Office, the VBA code
may become unusable in Excel. If the file needs to keep working in Excel as well, edit
a copy, or only edit it in Excel.

« Formulas with a custom VBA function will show an error value such as #NAME? in
Euro-Office.

« Macros in files from other people can do unwanted things. If a file contains automatic
macros, Euro-Office will ask when opening it whether you want to run them. Only
choose yes if you trust the file.

e Need help converting an important macro? Have this done by someone who knows
JavaScript; WebOké support is happy to help you explore the possibilities.
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15.31 Converting a PDF into an editable Word file

You only have a PDF of a letter or report left, and the original Word file is gone. You want to
reuse the text or make major changes to it. Euro-Office can convert a PDF into a docx.

Step by step

1. Open the PDF in your WebOké Nextcloud.

2. Click File and choose Save Copy As to keep the result in your Nextcloud, or
Download as for your computer.

3. Choose DOCX.

4. Open the new docx and check the formatting.

What can you expect?

« With a PDF that comes from a word processor (with real text), the text transfers well.
The formatting usually looks very similar to the original, but is rarely 100 percent
identical: watch out for line spacing, columns and tables.

« With a scanned PDF (a photo of paper), there is no text. You'll get a docx with
images. Euro-Office doesn't have text recognition (OCR). For that, you need separate
software, such as the scanner app on your phone or the software that came with
your scanner.

Alternative: edit the PDF directly

Is it just a typo or a few words? Then you don't need to convert anything. Open the PDF,
choose Edit and adjust the text directly in the PDF. See Editing a PDF.

Pitfalls

» A font used in the PDF but not available on the server will be replaced. This can
change where lines break.
» Form fields from a PDF become plain text in a docx.
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15.32 You don't see your changes when you
download the file or open it on your computer

You've edited a document in your browser. You download it to email it, or you open it via
sync on your computer, and you see the old version. Where have your changes gone?

How it works

Euro-Office saves your changes straight away, but first on the document server. The file in
your WebOké Nextcloud only gets updated once everyone has closed the document.

After that, it still takes a little while, usually ten to thirty seconds. This way, several people
can work on it at the same time without the file being written to disk over and over again.

How to get the latest version

1. Close the document using the cross in the top right corner (see Closing a document
and returning to your files). Ask colleagues who also have it open to close it too.

2. Wait half a minute.

3. Refresh the page with your files and download the file again. The sync on your
computer will then fetch the new version automatically.

In a hurry?

Do you need the latest version to go out right away, while the document is still open? In
the editor, choose File, Download as. That file always contains your latest changes, even
if others are still working on it.

Pitfalls

» If you leave the document open in a tab all day, the file in Nextcloud won't be
updated that day. Close documents once you're done.

« Don't edit a file in your browser and in Word or LibreOffice on your computer via sync
at the same time. This can result in two versions or a message saying the file has
been changed.

» Do you see the message "The file version has changed"? Then the file has been
edited outside the editor. Click OK, and the page will load the latest version.

Euro-Office guide - www.weboke.nl 298 /298



