Why Can’t Anyone See My Document?

Updated: November 24, 2014

Have you uploaded a document of other file to the media library, only to discover that no other users are
able to view or modify it? Complete the following steps to correct this issue:

1. Hover over your name in the upper-right corner of the browser window.

2. Click My Media.

(Help Desk) (Sign out)

Activities

Release Notes for 5.83 and 5.84 Journals

Includes speed enhancements for editing and copy ™
faster loading of avails presets in the mobile app!

Company Settings

3. Find the file you would like other users to see.

4. Click detail.

Thumb File Name Description Details Permissions V' Created

=ventbhockinglogo. pf (67115 Type: Image fobin Doe 102013 12106 PM 'Lul.
Dimeasians: 15lpx John Doe [EB Beta “osiets |

Campeny)
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5. Click Edit.

; = e
eventbooking com At A | Gore |
Type: fnage Descriptionz
Media 1Dz 7135 Credits:

Size: 11008 Permissions:
Dimensions: 153px # 10px John Doe
GUID: 6719142051 Laa:

LB L9%82179533

Created: 4/ 10/2017 12:06 P
John Doe (EB Beta Company)

R 4 42102013 12:06 Pm John Doe
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6. Check the View or Manage boxes for the desired permission profiles.
7. Click Save.

File Name:

eventbookinglogo.gif
Description:

Credits:

Permissions:

Optional:

B pubtic - if you plan to share this document on your public website, Please do
not use for confidential information.

[:l» Jriginal - if you plan to repeatedly use as a template in many events.

Choose to share:
View | Manage Profile
All
Kate Ring (profile)

NG Near (profile)
Jane Doe (profile)
John Doe (profile)

(CI RN CY BT YR LI CY N CY
O KOOO

Sharon Green (profile)

Save | Cancel
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8. Click Done.

™ File Name: Thit Q
eventbookmg.:mv- eventboskinglogo. o _Ul_i_ '
Type: innge Description:
Media 1Dz <7105 Credits:
Size: 110048 Permissions:
Dimensions: 153px /1 Mpx John Doe
GUID: 67191472041 Laa
LEOH9%8217¢9533

Created: 4/ 10/2017 12:06 P
John Doe (E6 Beta Company)

R 4 42102013 12:06 Pm John Doe

9. The file will now show the number of permission profiles with which it has been shared.
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