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A) Generate a shared folder structure

Step 1: Select any kind of document under your Workspace and click on ,,Share”

‘g.:' RSpace Workspace"l?a'lm Messaging Apps Inventory My RSpace Accountw

ENTERPRISE

(2] Duplicate H 53 Move H £ Rename H X Delete H;‘ Export H (L] Revisions ” 5.7 Add to Favorites || «& Share+_

O Type Name < Created Modified D Owner

D \T © Templates 2021-11-23 10:38 2021-11-23 10:38 FL405 Manuel Ehling

D \S o Shared 2021-11-23 10:38 2021-11-23 10:38 FL390 Manuel Ehling

<) Experiment 125 Manuel 2022-02-22 18:38 2022-03-03 16:00 SD3022 Manuel Ehling Select document and
then click Share

D \ @ Examples 2021-11-23 10:38 2021-11-23 10:38 FL394 Manuel Ehling

D @ Daily tasks technician Manny 2022-01-05 09:43 2022-01-05 09:43 NB851 Manuel Ehling
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Step 2: Choose the lab and folders, into which you want to share your document

Share

~ Share with a group

Select a group to share with
. Click HERE on the lab
Ozlem Lab group, you want to share
your document with

@ To unshare, or to change permissions of shared documents, go to the

Shared Documents page.

@ Do NOT click Share, yet!!!
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Step 3: Choose the lab and folders, into which you want to share your document

Share x

+ Share with a group (Ozlem Lab selected)

Select a folder to share into

Selected folder: /Ozlem Lab_SHARED/

Optionally, create a new folder in the chosen folder:

<4— Either create a new
Create folder and/or subfolder

~ Ozlem Lab_SHARED
. galley-autoshared
.| ipatarc-autoshared

Project B #==== ,rshareinto a
) Project C

= test preexisting folder

Go back

@ To unshare, or to change permissions of shared documents, go to the
Shared Documents page.

@ <+ Once you have selected

a folder to share into,
click on Share
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Step 4: Define the sharing rights

Share x

» Share with a group (Ozlem Lab selected)

Specify permissions

| want members of the Ozlem Lab group to be able to <+ Define the rights you
g ShalEd G ) want to give your lab

mates (Read only or Edit)

@ To unshare, or to change permissions of shared documents, go to the

Shared Documents page.

@ <+ Confirm and Share
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B) Access shared lab folders: Click on Shared

=2 RSpace

., ENTERPRISE Workspace Gallery Messaging Apps Inventory My RSpace Accountv
' =

O Type Name - Created Modified ID Owner

D \T © Templates 2021-11-23 10:38 2021-11-23 10:38 FL405 Manuel Ehling

Click on ,Shared” here,

O \s © shared & 2021-11-23 10:38 2021-11-23 10:38 FL390 Manuel Ehling to find the shared
folders you just created.

|:| © Experiment 125 Manuel -(: 2022-02-22 18:38 2022-03-03 16:00 SD3022 Manuel Ehling
|:| \ © Examples 2021-11-23 10:38 2021-11-23 10:38 FL394 Manuel Ehling
D ﬁ @ Daily tasks technician Manny 2022-01-05 09:43 2022-01-05 09:43 NB851 Manuel Ehling

This icon indicates, that
this document is now
shared with other users
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B) Access shared lab folders: Click on LabGroups

= RSpace

ENTERPRISE Workspace Gallery Messaging Apps Inventory My RSpace Accountw

Home / Shared

0 Type Name Created Modified ID Owner
O \ @ [ndividualShareltems 2021-11-23 10:38 2021-11-23 10:38 FL393 Manuel Ehling
O \ @ CollaborationGroups 2021-11-23 10:38 2021-11-23 10:38 FL392 Manuel Ehling
Click here to get to the
LabGroups — 2021-11-23 10:38 2021-11-2310:38 FL391 Manuel Ehlin :
O\ i P 9 documents, which are

shared within your lab
group.
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B) Access shared lab folders:

Under the folder Project B, you can now see all the documents either me or
Ozlem generated for this specific project.

CREATE A % 4

This is the breadcrumb trail leading to all
Home / Shared / LabGroups / Ozlem Lab_SHARED / Project B &

documents, which are shared into Project B

O Type Name Created Modified ID Owner

This is a document,
O \ @ subfolder Project B cloning only -<: 2022-03-03 17:11 2022-03-03 17:11 FL3507 Manuel Ehling which Ozlem shared

/ within the same folder.

O © Experiment 124 Ozlem «& 2022-03-03 16:06 2022-03-03 16:07 SD3501 Ozlem Ozkan

This is the document |
|:| Experiment 125 Manuel -(: 2022-02-22 18:38 2022-03-03 16:00 SD3022 Manuel EhliNg - g— .

just shared with my
0O @ \tanny ProjectB Labbook shared ' « 2022-022411:45  2022022411:53  NB3122  Manuel Ehling group.

This is another shared
subfolder, which |
generated in exactly the
same way.
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Notes
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