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The Publish Documents Feature 

It is possible to publish a document making it publicly available to view online. This can be useful 
under specific circumstances but should be used with care. A published document is fully 
publicly available to anyone who searches the internet. Users should therefore not publish 
anything that includes sensitive information, such as names, photographs or other personal 
identifiers. Publishing this type of information would contravene Data Protection rules and could 
result in an entire account being locked / taken down. For this reason, account Admins have the 
ability to turn publishing on and off for other users / managers. 

How to Publish a Document 

1. Tick the box next to the file
you want to publish.

2. Click the icon to publish.

3. A pop-up will appear at the
top of the page.

4. You can also see that a
document is published in
the list of your documents.
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Viewing and Sharing Published Documents 

1.  To view published 
documents click Browse 
Published at the top of 
the page.  

2.  You can now see your 
published files and 
folders. 

 

3.  Click on the file you want 
to view / create a link for; 
this will open the file. 

 

4.  To share a link to the file, 
scroll to the bottom of 
the document and click 
the Direct Link button.  

5.  You can choose options 
for sharing in the pop-up 
– set an expiry date and 
select if you want the link 
to trigger a download. 
Click the Create direct 
link button. 
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6.  This will show a link you 
can copy. Click OK when 
you are finished. 

 

7.  The person you have 
shared the link with will 
see the full document, 
with options to 
download, print and hear 
read aloud. 

 

 

How to Unpublish 

It is possible to unpublish a published document, to make it private again, but anyone who 
downloaded it when it was in a published state will still have access to the document.  

8.  From within the viewed 
document, you can click 
the Unpublish Icon. You 
can also select unpublish 
from the home page.  

 

9.  You will be asked to 
confirm this in a pop-up – 
click OK. 
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How to Restrict Publishing (Admins Only) 

It is possible for account admins to restrict who can and cannot publish documents. We 
recommend that the feature is switched off as a default for most users / managers.  

1.  Click on Settings. 

 

2.  Click on Group Settings. 

 

3.  Scroll to see the current 
settings and click on a 
user’s name. 

 

4.  Scroll down to tick/untick 
the Can publish 
documents box. 
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