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In this article, we show you how easy it is to share a library in UNIFI. To get started, simply access the UNIFI Web

Portal by clicking on the globe icon on the left side of the screen.

Next, select Libraries from the left side of the screen.

Then click on the title of the library that you’d like to share.



Next, select Share on the upper right corner of the screen.

A screen will then pop up to ensure that you understand and approve of the permissions given. If all looks good,

select Continue.

Then simply enter the email addresses of any Company Administrator in the company that you’d like to share the

library with. Keep in mind that all Company Admins of the target company will be notified to accept the library

share given. Once accepted, all Company Administrators in that company will have full rights to the library in

question, as well as the ability to manage their own library admins and granting users access for that library.

Once you share your library, take note that they will become a Library Admin of the shared library. If you’d like to

limit Library Admin rights of a Shared Library, you can Protect the Library. Protecting a Library will restrict Library

Admin rights of the Library and only Company Admins of the Company sharing the Library will be able to add or

update content. To protect a library, you’ll want to right-click to edit the Library, within the Library management

tab, within the Unifi App, in the upper right corner, you select Protect this Library.



You can add a custom message that will appear in the invitation email. Take a moment to review the terms of

service and, if accepted, check the box. Then select Send. 

The recipient will receive an email invitation to the library.  Once the invitation is accepted, the individual will have

full rights to the library in question, as well as the ability to manage their own library admins and granting users

access to that library. 

This process will need to be repeated for each library that you would like to share.


