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Guide to the use of Seafile 
Web interface, core functions & file recovery 

Brief description of the system 

Seafile is an open source software for storing and managing files. It provides a central platform 
on which files can be stored, organized and shared with other users. By versioning files, 
previous versions can be restored, which is particularly useful for collaborative working.  

Important functions of Seafile: 

1. File storage and synchronization: 
o Seafile allows users to store files in libraries. 

2. File sharing: 
o Users can share files and folders (libraries) with others, both within and outside 

the organization. Different authorizations can be assigned (e.g. read or edit 
only). 

3. Versioning of files: 
o Seafile offers comprehensive versioning of files so that users can restore 

previous versions if they accidentally make changes or errors occur. 
4. Collaboration: 

o Seafile supports real-time collaboration on files, especially through the ability 
to organize files in shared libraries and edit them with Onlyoffice. 

5. Web interface: 
o Seafile offers a user-friendly web interface that allows users to manage their 

files directly via the browser. 

Here is a step-by-step guide to using Seafile via the web interface: 
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Seafile web interface: Basic operation 

1. Login 

1. Open the web browser and enter the URL to access the Seafile web interface 
(https://coo.drfz.de). 

2. Enter user name (not e-mail address) and password and click on “Login”. 

 

2. Default page and navigation 

After logging in, the start page of the Seafile instance opens. The user interface consists of 
several areas: 

 Libraries: All file storage and shared libraries can be found in this area. 
 Searchbox: This field can be used to search for files or folders. 
 Notifications: Here you can see important messages, e.g. about new shares or changes 

to files. 
 Settings: The account can be managed here, e.g. customizing the language of the web 

interface. 

 

3. Libraries and folders 

Seafile organizes files in so-called “libraries”. A library can contain several folders. 

 Show libraries: Click on “Libraries” to see a list of all the libraries you own or have 
been shared with. 
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 Open a folder: Click on a folder to view its contents. 
 Create a new library: 

1. Click on “New library” or “Create library”. 
2. Enter the name for the library and click “Create”. 

 Create a folder: 
1. Click on the “New folder” button. 
2. Enter the name for the folder and confirm with “Create”. 

4. Upload and manage files 

 Upload files: 
1. Open the folder to which the files are to be uploaded. 
2. Click on “Upload files” and drag the files directly into the web interface. 
3. Select the desired files on the computer and click on “Open”. 

 Download files: 
1. Right-click on a file. 
2. Select “Download” in the context menu. 

 Delete files: 
1. Right-click on the file or folder to be deleted. 
2. Select “Delete” from the context menu. 

Note: Deleted files are in the recycle bin and can be restored later. 

 Rename files: 
1. Right-click on the file or folder. 
2. Select “Rename” and enter the new name. 

5. Sharing and collaboration 

 Create links to shared files: 
1. Select the file or folder 
2. Click on “Share” and then on “Generate link”. 
3. Specify options (password, time limit and authorization). 
4. Copy the generated link and send it to the desired persons. 

 

6. File versions and history 

Seafile makes it possible to manage different versions of a file. A more detailed description of 
this functionality can be found further down in this document. 



0  IT- Guideline (it-helpdesk@drfz.de) Berlin, January 20, 2025 

 

 Show older versions: 
1. Right-click on the file. 
2. Select “Versions”. 
3. Here you can view the different versions of the file and restore an older version 

if required. 
 Recover a file: 

1. If an older version is to be restored, click on the desired version. 
2. Click on “Restore” to bring the version up to date. 

 

7. Logout 

Click on the user name at the top right and select “Log out” to log out of the web interface. 

 

Restoring files or folders (libraries) in Seafile 

Seafile offers various methods for restoring files and folders or complete libraries that have 
been accidentally deleted or overwritten. Below is a step-by-step guide on how to restore files 
and folders or libraries from Seafile. 

 

1. Checking the trash 

If a file / library has been deleted in Seafile, it may initially be in the recycle bin and can be 
restored there. 

Steps: 

1. Log in to your Seafile account: 
o Go to your Seafile web portal and log in with your credentials as explained 

above. 
2. Navigate to the recycle bin: 

o Click on the “Trash” folder on the top right-hand side. 
o Here you will find all deleted files and folders. 

3. Recovery of files: 
o Select the file(s) or folder you want to restore. 
o Click on “Restore”. 
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The file is then restored to its original location. 

2. Versioning (recover file versions) 

If you have overwritten a file and want to restore an older version, you can access versioning 
in Seafile. 

Steps: 

1. Open the folder with the file inside: 
o Go to the folder in which the file was saved. 

2. Show file versions: 
o Right-click on the file and select “Version history”. 

3. Recovery of an older file version: 
o In the version history, you will see all previous versions of the file. 
o Select the version you want to restore and click on “Restore”. 
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The selected version is saved in its original location. 

3. Recovery by the administrator (server side) 

If none of the previous methods work, you can contact DRFZ-IT (it-helpdesk@drfz.de). IT has 
the option of accessing server logs or backups and restoring the data. 

1. Contact the IT via ticket: 
o Explain the problem and provide all relevant details (e.g. name of the 

file/library, time of deletion or overwriting). 

Further notes: 

 Avoidance of future problems:  
o Make sure that you do regular backups of your Seafile libraries to avoid data 

loss. It is best to save important files in parallel on the Datastor. 

 

Summary of the recovery methods: 

1. Trash (recycle bin): Deleted libraries and files can be restored there. 
2. Versioning: Older versions of a library or file can be reset. 
3. Administrative support: Your administrator (IT) can access server-side options if all 

else fails. 


