Adding user to Folders in
Sharepoint

e Navigate to the required location in Sharepoint
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Return to classic SharePoint

e Select the folder and choose the three dots
e Choose the "Manage Access button"


https://docs.coltscomputer.services/uploads/images/gallery/2024-02/KYj0qMl38VWiHuXB-image.png

Documents > Accounting > Workpapers

| Name
L2019
Ly 2020
L 2027
L2022

& . 2023

e Select the Grant Access option
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This folder has not been shared with anyone yet.
@ Startsharing

e Type the email address of the person you wish to share with in the box

+ Add colum
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e Click the icon to the right of the name to change permissions for the user.
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Grant access

e Finally select the Grant access button at the bottom.
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