Internal Folder Sharing

Overview

To share a folder with other users follow these steps:

1. Right-click the folder you want to share and select the “Share” - “With users” option from the contextual
menu. A popup window will open.
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2. Click the “Add Users” button.
1. Select the users or groups of users with which you want to share the folder by clicking their checkboxes.
2. Click the “Ok” button.
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3. Set the permissions you wish to grant to the selected users

“Upload” - allows the user to upload or paste files or folders in the shared folder.
“Download/Copy/Preview” - allows access to the existing files' contents.

“Add comments” - allows the user to attach comments to the files.

“Read comments” - allows the user to read comments that are already attached to the files.

“Share” - allows the user to share files as weblinks.

“Move/Rename/Delete” - allows the user to perform various organizational actions on the files available
in the shared folder.

The “Options” tab can be used to share the folder under an alias or to make the folder available to the
other users without showing who shared the folder. These options can be different for every selected
user or group of users.

4. Click “Save”. The folder is now shared.
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The shared folders are marked with a small user icon in the folder tree menu.
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