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Choose Users 
 

1. Choose users with whom you would like to share the contents of the new folder. 
2. Either begin typing in the user information in the box provided, or use the find utility by clicking on 

the Search for Users button. 
3. All users and/or groups you have selected will appear in the box. 
4. Optional:  Click Next (while leaving the fields blank) to skip the Choose Users portion of the 

Wizard, or click Finish  to exit the Wizard. 
5. Click Next.  

 



 

( Figure 2.0.2 ) 

 
Verify Permissions 
 

1. Select your preferred sharing options. 
2. You may select the following options: Viewer, Contributor, or Full Access. 
3. You will need to determine whether this access should apply to the current folder only, or this 

folder and all sub-folders by clicking on the appropriate radio button. 
4. Optional:  Click Finish to exit the Wizard. 
5. Click Next. 

 



 

( Figure 2.0.3 ) 

Configure 
 

1. You will now be brought to the Configure  screen. 
2. Select your preferred configuration options: 

a. Versioning 
b. Logging 
c. Storage Quota 
d. Subscriptions 

3. Optional: Click Back to return to the previous step, or click Next to skip the Configuration  portion 
of the wizard, or click Finish to exit the Wizard. 

4. Click Next. 
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Send Email 
 

1. You will now be brought to the Email screen.  
2. Create an email to notify users of the new folder and or share. 
3. Optional: Click Back to return to the previous step. 
4. Click Finish  to exit the Wizard.  Be aware that if you do not uncheck the Send the below email 

when I click Finish  option, the email shall be sent to all users listed. 
 
 
Uploading a File or Folder 
 
There are two modes of upload, Basic and Advanced. Basic upload allows you to browse one file at a time, until 
you have compiled a list of files to upload. Advanced upload allows you to drag-and-drop files or folders onto the 
Advanced upload screen. The upload mode can be easily switched at any time by clicking either the "Basic Upload" 
or "Advanced Upload" links on the Upload screen. Whichever mode you choose will be displayed the next time you 
upload files. 

 
*Note: Advanced Upload mode requires version 1.5 or higher of the Java plug-in available from www.java.com. If 
you have the Java plug-in installed but it is not version 1.5 or higher, you will experience problems when attempting 
to use the Advanced Mode. If you do not wish to download and install the Java plug-in, use Basic Upload. 
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Manage Summary 
 
The Manage Summary screen provides, at a glance, the properties of the file or folder you are currently viewing.  
From this screen you may click the links available from the left navigation in order to modify the file or folder 
properties.  The toolbar buttons in the Manage Summary screen are expanded upon in order to allow you to 
effectively manage your files.  You will have different options depending on your permissions, whether it is a file or 
folder, and which modules  your administrater has installed. 
 
 
Manage Summary for a File 
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Manage Summary for a Folder 
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