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A quick look at the workspace
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What we’ll cover
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Folders

• Private, Shared 
and VRE Folders

• Managing
permissions

Links

• Sharable Link

• Public Link

• Folder Link

File Uploads

• Multiple File 
Uploads

• Drag & Drop

Worth a note

• Versioning

• History

• Notifications
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Folder Types
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Private Folders

• Only you can access the files you upload

Shared Folders

• You decide who can access the files 

VRE Folders

• All VRE members can access the files

Private Folders

• Only you can access the files you upload

Shared Folders

• You decide who can access the files 

VRE Folders

• All VRE members can access the files

Public Folders

• Anyone with the link can access the files
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Folder Permissions
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Read Write

Shared Folder Permissions Shared Folder Policies

Write Any: users can update/delete any files

Write Any: users can only update/delete their 
own files

Read Only: users cannot update/delete any file

Shared folder owner can do anything

Administrators can be nominated by the shared 
folder owner

Sub-folders inherint parent folder permissions

Sub-folder permissions can only be restricted
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Sharing a Folder
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Right click on any 

folder and select 

Share
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Sharing a Folder
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Select user(s) to share 

with
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Sharing a Folder
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Select the desired level 

of permissions
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Hands-On

1. Create a private folder named "{your name} training data" with a proper
description

2. Upload the data downloaded from https://dati.toscana.it into the newly
created folder

3. Share the folder with users in your working group
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https://dati.toscana.it/
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UNSHARING a Folder
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Right-click on a shared 

folder and select 

UnShare
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Removing users from sharing list
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Right click, select Share 

and click on the X 

sign near a user’s 

name
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Sharing Links
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• An HTTP link that 
opens the 
Workspace App 
showing the item 
directly (file or 
folder)

Shareable 
Link

• An HTTP link giving 
direct download 
access to the file to 
whoever has the 
link

Public Link

• An HTTP link giving 
possibility to 
browse and directly 
download the files 
in the folder

Folder Link
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Sharing Links
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Right click, select Get 

Shareable Link 
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Folder Link Example
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Hands-On

4. Generate a private shareable link and share it with your working group via 
VRE messages

5. Make "{your name} training data" a Public Folder via Shareable Link
1. Generate the public link and share it via VRE messages

6. Select the folder and click on Get Info to read its details

7. Click on Download to download a zip file containing the folder content

8. Make the folder "{your name} training data" private via Shareable Link
1. Once the folder is private, use the Get Info option
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History
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History

Every item (file or folder) has the whole operation history available

Three possible operations:
• CREATE
• READ
• UPDATE

 This is particularly useful for shared items, as every user can see all the 
operations performed by other users
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Versioning
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Every time a 
file with the 
same name is 
uploaded, a 
new version is 
created

All the versions 
are maintained 
and can be 
retrieved 
anytime
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Trash Bin
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Deleted files 
and folders go 
in the Trash 
Bin where 
they can be 
restored or 
deleted 
permanently
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Hands-On

9. Create a file named "My training document.doc/txt" on your laptop, add
the content "My note 1" and upload it into "{your name} training data"

10. Update the text file by changing its content into "My note 2", then re-
upload it into the same folder

11. Select "My training document.doc/txt" and click on Versions: you will
notice that 2 versions have been created

1. Download Version 1.0 and open it on your laptop

12. Select your text file and click on History: you will notice that the file has
been created and updated
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THANKS!
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