Sharing Folders in iFolder 3

To share a folder with another EISD staff member(s) you will first need to create a folder
or locate the folder you want to share. If you don’t already have a folder I recommend
creating a folder on your desktop or another place that will be easy to locate.

To create a folder on the desktop, right click anywhere on the background and select new
then folder.
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Next double click on the iFolder 3 icon in the lower right hand corner of your screen
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Next click on browse to find your folder
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Select the location where your folder is located, then select the folder and click OK
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Click on close and you will see the folder you created in the iFolder window
|ﬁ iFolder Created

+. The selected folder is now an iFalder, and is distinguished from other
Ij folders with the iFolder emblem. To learn more about using iFolder and
sharing iFolders with other users, see Managing iFolders in iFolder Help.
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Now you will need to select who to share the folder with, right click on the new folder
and select share with...
4 iFolder [B[=1/E3]

iFolder Edit View Seurty Help

~

L 1

ﬂi; CEN Move

2 Default

' Upload a folder.

| Hide available iFolders

L)

A

gi; New iFolder

74 Test
CADocuments and Settings|LSmithiDe...
820

Synchronized: T1/1 Opai..

[Open

| Synchronize now

Share with.

| Revert to 3 normal folder

- Synchronize Naw
Properties.
Revertto anormal folder | =

| Properties v

Idle...




Click on Add

ﬁ iFolder Properties

| General | Shanng §|

\
User Stats Access
& Lucinda Smth  Owner Full Cantrol

Help

To find a staff member type the first name in the find box or scroll through the list
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Select the staff member and then click Add >>, then click OK
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Click OK on the next screen and the person or people you have added will get an
invitation to accept the folder into their iFolder.



