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How do | give someone access to a folder?

Let a team member ask about a folder, and confirm what they can see.

Watch the narrated video: https://openarmsolutions.com/guides/document-desk/give-someone-access
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How do | give someone

access to a folder?

Access to the folder is access to the answers.
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a Here's how to let someone ask about a folder they couldn't see before.
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Groups

Office team Contracts, Equipment, Team

Owner Everything, including HR
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The assistant only answers from folders a person can open. So giving access
to answers means giving access to the folder.

Add a person

Kit Share the folder with them

Install Text us their name and the folder
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With the Kit, share the folder with that person. With the Install, text us their
name and the folder, and we add them to the right group.
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Source: Vehicle policy, page 2 3
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° Then test one question as that person, to confirm they see what they should
and nothing more.
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Remember

. Access to files is access to answers
. Share only what's needed

@ Test as that person
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e Share only what they need, then test it as them.
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