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STEP 1

Click on Settings

STEP 2

Click on Folder templates
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STEP 3

Select Client type you want to edit folders for

STEP 4

To add a totally new folder and substructure, click new top-level folder
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STEP 5

Enter new folder name and press con6rm
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STEP h

Click permissions to set t&em 

Read in green - the client can see the folder and the documents in it
Write in green - the client can add documents
Subfolder in green - the client can create subfolders
All Grey - you can use but the folder wont appear in the client portal

Created with 5 of 6

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


Never miss a step again. Visit Tango.us
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