How To Share a Folder

Step 1:
e Right-Click on a folder an choose “Sharing"
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Step 2:
e Click the Sharing tab

e Click the “Shared with“ radial button and then the address book icon
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How To Share a Folder

Step 3:
e Double-Click the name(s) of the person(s) you want to share with
e Click “OK”
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Step 4:
o Highlight a name by clicking on it once
e Assign the level of rights you want them to have to this folder

e Click “OK”
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Step 5:
e Fillin the message you want to send the people you are sharing this folder with
e Click “OK”

Shared Folder Motification

Mew Participants

These participants will each recerve a notification that vou have shared
thiz falder with them, You can provide additional information in the
mezzage below if pou would like.

Participants:

Stephen Otero Subject: |Shared falder notification

Message:

| waant to share this folder 50 we can
houze allour goutes in the same place.
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To remove a person from you shared list:
Step 1:

Highlight a name by clicking on it once
e Click “RemoveUser”

e Click “OK”
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Step 2:

e Fillin the message you want to send the person you are removing this folder from

e Click “OK”,- .
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Shared Folder Motification

Deleted Participants
You have chozen to delete thiz shared folder from these participants.
You can customize the message that they will receive if you would like.

Participants:
Stephen Otero

Subject: |Shared folder deleted

Mezzage:

Cazzidy Porter has deleted the shared
falder kain
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Shared Folder Motification E]

Deleted Participants

'ou have chosen to delete thiz shared folder from these participants.
You can customize the meszzage that they will receive it you would like.

Participants:
Stephen Otero Subject: |Shared folder deleted

Meszsage:

Cazzidy Porter haz deleted the shared
falder b ain

k. | Cancel
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