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H. Permission 
I. Assign Permission 

1. To assign a permission, select the folder (or document), right click to bring up the context 
menu, select More > Permission. 

 
 

2. The Permission window will appear. 

 
 

3. Click the first empty row posi0on to bring up the “Select user or group” window. 
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4. Select the user account to add, for example “User1”. 

 
 

5. Select the “Permission Level”, for example “Modify”. 

 
 

6. Click the blue add icon to commit changes. 

 
 

7. Instead of user account, you can add User Group by selec0ng the User Group op0on. 
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II. Break Inherit 
1. All folder permissions are inherited from its parent folder. If you want to break the 

inheritance, click the blue “Break Inherit” buVon at the boVom of the Permission 
window. 

 
 

2. A confirma0on message will appear, click Confirm buVon. 
 

3. All permissions are now effec0ve as standalone and will not inherit from its parent folder. 
You can remove any effec0ve permission. 

 

 

III. Restore Inherit 
1. To restore the folder to inherit from its parent folder, click the “Restore Inherit” buVon. 

 
 

2. The folder will inherit its parent folder’s original permission.  
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3. You should remove those exis0ng permission which contradict or duplicate with the 
original one. 

 

 

I. Temporary Permission 
I. Assign Temporary Permission 

1. You can assign a temporary permission for any user account to access the current folder. 

 
 

2. Select the user account, date range and permission level.  

 
 

3. Click the blue add icon to commit changes. 

 

 


