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Basic guide – Permissions in your Personal Workspace.
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Sometimes confidential information needs to be saved into your Personal Workspace.  This may mean that you have to give people permissions to see either ONE DOCUMENT or several documents or a folder within this area (but not complete access to your own personal workspace).
Giving Permissions to access a Document.

	· Create the Document in the usual way and save into Content Server into your Personal Workspace.

	· Launch Content Server and navigate to your Personal Workspace.
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Locate the document that requires permissions setting for another person to access.




	· Click on the Functions Button next to the document and look for Permissions on the list.

	

	· Click on Permissions.  This allows you to give Permission to another Content Server User to access this document only.

	· The following screen will appear.  Click on the Access List button. [image: image1.png]
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	· This will cause the right hand side of the screen to change and a search area to appear.  Type in the SURNAME of the person who needs permission to this document into the ‘Starts With’ area, then click on Find.
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	· Find the person on the list who requires permissions and click in the tick box next to ‘Grant Access’.

· Click on Submit button at the bottom of the screen (you may need to scroll down if there are a lot of people on the list)


	· The person you have selected will now appear in the Access List area on the left of the screen and an area where permissions can be assigned will appear in the right of the screen.
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	· Click in the tick boxes next to the required permissions (usually all permissions except Edit Permissions box)

	· Click on Update button at the bottom right of the screen

	· Click on Done button on the left hand side.  This will return you to the Personal Workspace.




Allowing the person to see the document

	· To allow the person to see this document, copy the link to the document and paste into an e-mail.

· Send the e-mail to them.

· When the other person clicks on the link, they will only be allowed access to that one document.


Giving Permissions to access more than one Document.

The easiest way to give access to more than one document is to create a folder in your Personal area and apply permissions to that in the same way as detailed above.

Any documents moved into that folder from anywhere outside your Personal Workspace will be given the same permissions as the folder automatically. But if you move items that are already in your Personal Workspace into the folder, you will need to re-apply the permissions.
If you have created a folder that already has documents inside it and you wish to apply the same permissions to the folder and all of the enclosed documents, then the process is identical until you come to applying the permissions (as in the example at the top of this page). Then:
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	· Click in the tick boxes next to the required permissions (usually all except the Edit Permissions box)

	· Choose This Item & Sub-Items from the Apply To drop down list

	· Click on Update button at the bottom right of the screen
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	· The above dialog box appears whilst the permissions are being changed. When all of the changes have been made, the Status changes to Done, e.g.
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	· Click on the OK button

Note: You also need to add YOURSELF to the folder access list, otherwise you will not be able to see items added.

	· Click on Done button on the left hand side.  This will return you to the Personal Workspace
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