





Individual Files

Control Panel > Document Library
Editing Individual File Permissions:
1. Go to Control Panel > Document Library.

2. Locate the desired file.
3. Click Edit.
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4. The file attributes will open. Ensure that the correct file was selected.

Document Management

Attributes

Document* | W\ One Corporate Tower \ A. New Folder \ Document Library docx r
Browse...
Short Description [ |

5. Under Permission Settings, make the desired changes by adding or removing User

Groups, Users, Buildings, or Tenants from the Selected Items list using the arrows.

lings

User Groups Users | Buidings Tenants
Brokers Engineering
Concierge Help Desk
Owner Janitorsal
Property Adminisirators | Property Manager
Tenant Managers
Tenants

Usar Registration
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6. Click Save.



