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SHARING FOLDERS 2024

Sharing folders is a two-way process. One person must share the folder, then the other person must add the folder. In
addition to that, when you share a folder, it does not share the subfolder. Therefore, each subfolder must be shared

separately.
For Example:
In the images to the right, we are wanting to share the
1. We should share Folders
(Depending on the version of Outlook)
2. Then we should share Cabinet
3. Then we should share Midterms

4. Then we would share the HIST 201 - 001

To share each folder, please follow the steps below according

to your device:

Sharing Folders from shared mailboxes cannot be done in New Outlook

or Mac Version of Qutlook. If you are using either versi
to share your folder from the browser.

Sharing Folders (Browser Version)
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1. Right click on the folder that you wish to share
2. Select Sharing and permissions

3. Click the + Symbol

[

4. Seach for the person that you wish to share to
5. Click Add
6. Assign a Permission level

7. Click OK

~ B3 Cabing - o
0 items
£ pot
Craate new subfolder
¥ B3 Midt
Delete folde
£ en
B3 His
£3 His
Rename
> B3 Nan
Move
3 Train
Assign policy >
£3 Conve
Sharing and permissions |
£ Junk b
Open in new tab
£ RSS Feews -
B3 Tasklist
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Permissions for the Cabinet folder

Name Permissicon level

Default None
Anonymous None

Technolegy Training Editor

Permissions ks

Read: Write:

Create items
O Nene \:‘ Create subfolders
(®) Full details

Edit all
Delete access:

Other:
O lone D Folder owner
O Own D Folder contact
Folder visible
(@) All




Sharing Folders (Classic Application Version)

1. Right click on the folder that you wish to share . o |
v Computer.Train... | University of Regir
. Inbex s v Last Month T
2. Select Properties Drafts 151 Name L Permission Level
Sent ltems | Doris Chigbu Default None
. . - it Anonymous Mone
3. Se|eCt PermISSIOHS I?Elgtad frems 4 31 [EmE Technyo\ogyTraming Editar
Archive +|j Openin New Window
~ Cabinet]
DON [ New Folder... Add... Remove Properties...
I GJkeral Autodrchive Poliy  Permissions  Synchronization I whtidte] T3 Rename Folder Permissions
ENG B, Copy Folder Permission Level: | Editor b
HisT Read Write
[ Move Folder i
. O Mone Create items
4. Click the Add... )N:‘:I [ Delete Folder @) Full Details [ Create subfolders
) Mark Al as Read Edit own
Traini
. [] Edit a
5. Click OK »Conver{ 52 Clean Up Folder HAraal
Delete items Other
jun:; ) Mone I Falder owner
6. Seach for the person that you wish to share to . Addto Eavories Cown O Folder contact
Outbox| i @ an [ Folder visible
RS Fecl 2] Sort Subfolders Ata Z
7. C“Ck Add Tasklist| Move Up
Tash |  MoveDown
8. Assign a Permission level Workln [ propertes. |
Search | s Convert "Cabinet” to Adobe PDF
9. Click Apply ) Unread 0 Append "Cabinet” to Adobe PDE
10. Click OK
Sharing Folders (Mac Version)
1. Right click on the folder that you wish to share IF
HR Name ~  Role
. . . E] Ext f : Default None
2. Select Sharing Permissions... OpsrinNew Window rm— None
B ea New Folder Technology Training Editor
3. Click the Add User... B e Folder
& e Move Folder...
4. Seach for the person that you wish to share to £1 SR Addto Favorites Remove User  Add User..
> B3 Ral Move up the list Permission Level: Editor (]
5 CIICk Add S el Move down the list Read Write
: Delete Folder None Create items
. ? Draf O Full Details Create subfolders
6. Assign a Permission level - | f*““%“ @ Edit oun
Delete All Edit all
. @ Snoj Delete Other
7. Click Done > T Dele 5 . None [ Folder visible
etention —
E] o Al Folder contact
aring Permissions... o S—
£3 Junk Email concel

Jun. 2024




Adding a Shared Folder (Browser Version)

1. Right Click on Folders .

2. Click Add shared folder or mailbox o .,,,1 ;;hd?; —
3. Search for the person that shared the folder with you A w—

4. Click Add B se

" N N
Sharing and permissions

@ Deleted ltems

Adding a Shared Folder (Classic Application Version)

. g Account Sett x
1. Click File in the top left ceoumosngs
Email Accounts
corner You can add or remove an account, Exchange Account Settings
2. select Account 5etting Caitlin.Brasinsky@uregina.ca
. Email i Microsoft Exchange X
3. Select Account Settings... "o DalaFiles | RS Teeds | Shareh) Offline Settings ;
H g Mew... | ﬁ Change.., General -W Security
4. ClICk Change". Mame Use Cached Exchange Mods Mailboxes
5. Cl |Ck MOI‘E Settlngs @ T e TR TR TR E Download email for the | Open these additional mailboxes:
6 C||Ck Advanced Technology.Training@uregina.ca
. Remove
7. Click Add...
8. Search for the person that Cached Exchange Mode Settings
Shared Wlth you [#] use Cached Exchange Mode
Download shared folders
9' CIICk OK Selected account delivers new messages D Download Fublic Folder Favorites
10 C||Ck Apply Caitiin.Brosinsky@u Qutlook Data File Settings...
. in data file C\Users Microsoft 365 Features
11 CIICk OK Turn on shared calendar improvements
12. Close all tabs Mailsox Mode
Qutlook is running in Unicode mode against Microsoft
| More Settings | Exchange. ‘
Power Automate Cancel Apply

ks forthe update and nowaorries | figure

Adding a Shared Folder (Mac Version)

1. Click File in the top left corner K| File |Edit View Message Format Profiles Tools
2. Select Open

3. Select Shared Mailbox...

4. Search for the person that shared with you ::::: ;:'::::r

5. Click Add A On My Mac...

Save As Template... Inbox

Folder Yesterday

Page Setup... When replyil
Print...

|T Suppo
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