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Connect for Web
Access your fi les and groups
online. Just go to my.workshare.com.  

Hello, we’re very happy to have you on board

Connect for Desktop
A free app for syncing content with your
PC or Mac. To get it, log into the web app 
and go to the Download Center in Setti  ngs. 

Connect for Mobile
A free app for accessing and reviewing 
content from your tablet or mobile.
To get it, go to iTunes.

Let us show you around…

We’re all about document collaborati on. It’s a simple concept with a simple goal. We help you work on documents with others by connecti ng you
to the people you work with, the documents you care about and the devices you use.

You can work wherever you want by simply adding your documents to Connect. They’ll be accessible online, on your desktop and on your mobile. 
When you’re ready to work with others, create a fl exible workspace – a group – to share your documents, and make comments and reviews.
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When you first sign in to Connect for web, you’ll see Home. 

This is where you can see everything happening today to the documents and groups you care about. View and respond to notifications 
when things change, like feedback on your files and group conversations.

People shows you who is using Connect 
at your company. Quickly invite others in 
a few clicks.

Groups are workspaces where you can 
share files with people inside and outside 
your company. Evolve content in a place 
where everyone can see the right version
of the file and they can share ideas,
suggestions and reviews. You’re in control 
and can change group permissions at any 
time.

My Private Files is where you can keep files
you need to access but don’t want to share. 
They sync across your devices so you can
keep working from anywhere. Edit them,
move them or delete them – it won’t affect
anyone else. When you’re ready to work
with others, you can share a copy to a group.

Recycle Bin is where you can restore 
any deleted files, folders or groups.

Welcome to the heart of Connect
Home

Home
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Put documents here if you want to work on them but don’t want to share them. They’ll be synced to all your devices so you can access them
anywhere, anytime.

Find your documents quickly by 
searching or sorting.

Add files, such as Word docs, 
Excel spreadsheets and PDFs.

Upload, manage and sync private files
My Private Files

My Files

See your
documents 
as a list or as 
thumbnails.
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When you want to work with other people on a document you’re keeping in My Private Files, you can share a copy to a group.

Select one or more fi les from My Private Files
and click Share. 

A dialog will open so you can choose your 
group. When you start typing the name, 
groups will be suggested to you.

If you want one, select it, or keep typing
the name and select Create a new group. 

Click Share and the fi les will be added.

A confi rmati on dialog will appear.

Send email opens a new email in Outlook 
that includes a link to the group. You can 
invite people to your group by sending 
this email to them. 

Go to group takes you straight there so 
you can see your fi les and set the group 
permissions.

Another way to share documents from My Private Files to a group is to copy them, go to the Groups tab and paste them into your group.

Share from My Private Files
My Private Files



Groups
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A group is a workspace you control where you can share and work on your documents with others. It’s quick to create groups, so as your documents 
evolve you can easily create new groups with different people and permissions. 

Anyone can post to the conversation to share an idea with the group. It’s 
a great place to discuss how the work is going and understand what will 
happen next to the document. If you need to get someone’s attention, 
just tag them with @.

You can see your documents, mark changes to be made and upload new 
versions when they’re ready. As the document owner, you control whether 
people have permission to upload new versions, or whether that’s something 
you’ll manage yourself.

The people you see here have access to the files and conversations in the group.
These people will take the document through to the next stage of its evolution. 
You can add and remove people if you need to. 

This is where you set the group permissions. 
You control what people can do with your documents 
and how they can be accessed. 

Connect with people in a group
Groups
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Mark your suggestions and reviews. If you want, you can even comment right on the page. People in your group will 
be notified about your feedback in Home.

When a document’s in a group, everyone can see the most recent file version and people’s feedback.

Go back to a previous version and its comments
or compare two versions to see what’s changed. 

Group permissions determine whether members can perform these actions.

Evolve your documents together
Groups

Download the file to work on it and upload the new version when
it’s ready. People in your group will be notified about the update in Home.



Other Workshare products
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Knowledge base Technical support
For step-by-step instructi ons
to use these features, see

If you’ve got a support
license, email us at 

support@workshare.com

Find out more

Published on 19 Sep 2014

workshare.force.com/knowledgebase

PROFESSIONAL
Compare, Protect and Connect.
www.workshare.com/products/professional-8

PROTECT
Metadata removal, policy enforcement, PDF conversion.
www.workshare.com/products/protect

COMPARE
Fast, accurate document comparison.
www.workshare.com/products/compare

CONNECT
Secure online fi le sharing and collaborati on.
www.workshare.com/products/connect


