Invite Member to Shared

Vault

From the Shared Vaults screen, click on the Invite member button.
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The Invite Members screen is displayed. The Role Tab is selected by default.
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Add new users to your shared vault by selecting them below.

Email (reguired)

joe.bloggs@myemail.com

enter the email address of new members separated by a comma.

Member role
® User

Access and add items to assigned collections

O Manager

Create, delete, and manage access in assigned collections

O Admin

Manage shared vault access, all collections, members, reporting, and security settings

O Owner

Manage all aspects of your shared vault, including billing and subscriptions

Grant Permissions to a Collection

Before granting a user access to a Shared Vault, you must grant permissions to at least one
collection in the Shared Vault.

Click on the Collections tab.
Choose the Permission from the Permission dropdown.

Choose the Collection from the Select Collections dropdown.
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() Grant access to all current and future collections.

If checked, this will replace all other collection permissions.
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Click Enter. The Pemissions assigned to the Collection is displayed.
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Select Member to Invite

Once at least one Collection in the Shared Vault has Permissions assigned, Members can be invited
to the Shared Vault.

The Role Tab is selected by default.
Select a Member to invite from the Select New Members dropdown.

Select the Member Role. User is checked by default.
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Add new users to your shared vault by selecting them below.

Select new members.

Member role
® User

Access and add items to assigned collections

O Manager

Create, delete, and manage access in assigned collections

O Admin

Manage shared vault access, all collections, members, reporting, and security settings

O Owner

Manage all aspects of your shared vault, including billing and subscriptions

Click Save to invite the member to the Shared Vault. The Member is displayed in the Member List
for the Shared Vault.

Alternatively, click Cancel to cancel the operation.
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