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 TitanFiles is a web-based file storage and collaboration system. You can save documents to a secure 
environment that can be accessed anywhere at any time via the web.  The following will explain the 
various methods of sharing with other users and editing others documents. 
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Collaboration 
Sharing items is one of the primary uses for Titan Files; the program lets users easily share documents 

with others, allowing for a higher level of collaboration between individuals.   There are two main ways 

to share an item, emailing a link to the item and sending a ticket to the item. 

Emailing Links 
Emailing links to items stored in Titan files is the first method of sharing.  When a link to an item is 

emailed, the recipient must log into Titan Files in order to retrieve the document.  For this reason, this 

method can only be used when sharing with other individuals at UW Oshkosh. 

Modifying Permissions 
The first step in emailing a link is modifying the permissions for the document.  Basically, you determine 

what capabilities (read, edit, delete, etc.) the receiver will have for the item when it is shared.   

Permissions can be modified quickly and easily with just a few mouse clicks.   

1. Click the check box next to the item for which you would like to modify permissions. 

2. Click the Manage Icon from the toolbar. 

3. Select Permissions. 

4. The Permissions screen will appear. 

 

5. Individual and group names are listed on the left side of the screen 

a. Owner: This is you, you have full access to look at, modify, delete or change permissions 

on the item. 

b. Authenticated users: this applies to anyone with a uwosh.edu email address.   

c. Public: This refers to anyone (in the world) who has internet access. 

d. Individual: Additional individuals may be added by clicking the “Add User / Group” 

button.  Type the username of the person you want to share with into the space 

provided.  As you type, Titan Files will list possible recipients, the more you type, the 

more the list narrows.   You may also click the “Search for Users” button to access the 

address book.   Click Next to assign permission level. 

6. Permission levels are listed on the right side of the screen. 

a. Viewer (Read-Only): Individuals/Groups  with this access may only view the item, they 

are not able to make changes. 



b. Contributor (read, write, delete):  Individuals/Groups with this access, can make 

changes including adding and deleting content. 

c. Full Access  (read, write, delete, administer):  Individuals/Groups with this access can 

view, make changes, and modify permission levels for others. 

7. Click the radio button under the appropriate permission level for each Individual or group. 

8. Click Apply 

9. A window asking you to confirm your change appears, click OK 

10. Click Finish to return to your document manager screen.  

Emailing the link  
The second part of Emailing a link requires the user to actually email the link to the recipient.  This can 

be done from the Titan Files program. 

1. Click the checkbox next to the item that is going to be shared. 

2. Click the Email button on the toolbar. 

3. The “Send Email” screen will appear.  

 

1. Complete the form just as you would send an email 

a. To:  Click the To: button to access the address book. 

b. Subject:  Just like an email, if desired type a subject into the space provided 

c. Message:  A message was automatically generated for you.  If necessary add 

personalized text.   

Caution: Do not delete the text that reads File, Subscribe to and/or Bookmarks, or the 

text immediately below that.  If deleted, the item will not be shared. 

4. If you wish to receive a copy of the email, check the box labeled, “Also send the email to me” 

5. Click Send. 

 



Viewing items in Emailed Links 
Emailed links will arrive in your email inbox, just like any other message.  However when you open them, 

you will notice a very distinctive look, mainly two separate clickable links. 

 

1. Click the link under the File heading 

Note: If this is an item you will need to view often, click the “Subscribe to and bookmark item” 

link and set a book mark.   You will then be taken to the document manager, where you can 

view the item using the bookmark. 

2. Titan Files will prompt you to log into the system; enter your password in the space provided. 

3. The “Link to” screen will appear.  Click “View the file.” 

4. Click OK 

5. The File download dialog box will appear.  Click Open to view the file in the designated 

application. 

Editing items in Emailed Links 
If the sender of the document has given “contributor (read, write, delete)” access to the item being 

linked to in the email, the document can be modified by the recipient.  

1. Click the link under the File heading 

Note: If this is an item you will need to view often, click the “Subscribe to and bookmark item” 

link and set a book mark.   You will then be taken to the document manager, where you can 

view the item using the bookmark. 

2. Titan Files will prompt you to log into the system; enter your password in the space provided. 

3. Once into Titan Files, the “Link to” screen will appear.  Click “Edit the file” 

4. Click OK 

 



5. The window will then change to reveal a series of steps that must be followed to modify the 

document. 

 

6. Click the Save link and save the item to an accessible place on your computer. 

7. Open the item and make any desired changes. 

8. When editing is complete, save the document. 

9. Close the item. 

10. Return to the “Link to” window pictured above.  

Note: If the window has already been closed, return to the original notification email and the click 

the link listed under File and repeat steps  one through four. 

11.  Click the upload link. 

12. Click the Browse button to locate the edited document. 

13. Click Start Upload. 

14. When document upload is complete, you will be returned to the properties page for that document.  

If desired, subscribe, bookmark, leave comments etc. 

15. Click home to return to your document manager. 

Creating Tickets 
In general, a ticket is similar to an emailed link.  Both methods allow a user to share with other 

individuals.  The one major difference is that an emailed link requires the recipient to log into Titan Files 

and a ticket does not.   Therefore, tickets are the ideal method when sharing with off-campus users.  

1. Click the checkbox next to the item you would like to share.  

2. Click the Manage Icon from the toolbar. 

3. Select the Tickets option. 

4. Click the new ticket button in the upper right corner of your screen. 



 

5. Fill out the ticket fields as desired. 

a. Name: Although a name is automatically generated, it is recommended that a name be 

created that includes the title of the document and the recipient of the ticket. 

b. Define Permissions: Click a radio button to determine what kind of access the ticket 

recipient will have to the document. 

c. Lifetime: Use the roll boxes to specify how long the recipient will have access to the 

document.  Note: you have the ability to check “unlimited.” 

d. Password enabled: If a password is desired, click the checkbox and type a password into 

the spaces provided. 

6. Click OK 

7. A ticket has been created.   However, the ticket must now be mailed to the recipient. 

8. Click the Email Button 

9. The email screen will appear, fill out the recipient and enter any desired text into the body of 

the email. 

10. Click Send. 

11. The ticket has now been sent to the individual(s). 

Viewing Tickets 
The procedure for viewing tickets varies some depending on the type of permission granted by the 

sender.  If read-only privileges were given opening a ticket is as easy clicking a link. 

1. Click the link provided in the email 

2. The File download dialog box will appear.  Click Open to view the file in the designated 

application. 

Editing Ticket Items 
If the recipient of a ticket is given contributor or administrator privileges, editing the item is very similar 

to editing an item when emailed as a link. 



1. Click the link provided in the email 

2. The Link to window will appear.  Click “Edit the file” 

3. Click OK 

 

4. The window will then change to reveal a series of steps that must be followed to modify the 

document. 

 

5. Click the Save link and save the item to an accessible place on your computer. 

6. Open the item and make any desired changes. 

7. When editing is complete, save the document in the application. 

8. Close the item. 

9. Return to the “Link to” window pictured above.  

Note: If the window has already been closed, return to the original notification email and repeat 

steps one through four. 

10.  Click the upload link. 

11. Click the Browse button to locate the edited document. 

12. Click Start Upload. 

13. When document upload is complete, you will be returned to the properties page for that 

document.  If desired, subscribe, bookmark, leave comments etc. 

14. Click home to return to your document manager. 



Sharing Wizard 
Titan Files also provides a wizard for sharing items.  It will lead the user through the entire process of 

sharing, from modifying permissions to sending links and tickets.  Although the wizard does not have an 

area to specify how to share the item (send a link or a ticket).  This can be controlled when determining 

permission levels.  If the address book is used to select an on-campus individual, a link will be emailed.  

If an email address is typed into the space provided manually, a ticket will be used.  To start the wizard, 

click the checkbox next to the item to share and Click the share icon on the toolbar.     

Drop Box 
The dropbox is another feature of Titan Files that can be used to share documents.   It acts as a 

receptacle where individuals can “turn in” documents, spreadsheets, etc.  Once an item is uploaded to a 

dropbox, the owner of the dopbox takes ownership of that document.  Although the original recipient 

can view the document, the dropbox owner is able to move, copy, modify or delete the item.   

Creating a drop box 
1. Click the new dropbox button in the upper right area of your screen. 

2. The New Dropbox dialog box will appear.  

 

3. Fill in the designated fields 

a. Title: Determine an easily identifiable name for the dropbox. 

b. Description:  If desired, add a description that would exaplain the purpose of the 

dropbox. 

c. Auto Open Date and Time:  Add a date and time the dropbox will become active.  If left  

d. blank the dropbox will immediately be ready for submissions 

e. Auto Close Date and Time: Add a date and time at which the dropbox will no longer 

accept submissions. 

4. Click Next 

5. The Choose Users dialog box will appear. 



 

6. Add names of submitters 

a. Enter the individual’s last name into the “Find User or Group” field. 

b. Click Find 

c. Choose the correct person from the list provided 

d. Click the “Add User or Group” button. 

e. Once the person has been added, their name will appear under the “User” section of 

the window.  Continue adding individuals as needed. 

7. Click Finish 

8. A message confirming the creation of the dropbox will appear. 

9. Click Launch to view the drop box. 

Sharing a Dropbox 
Although a dropbox has been created and submitters have been granted permission to add items to it, 

they still need to know how to get into the dropbox.   

1. Click the “manage” button in the upper right corner of the screen. 

2. Under the Description field, a URL is listed. 

3. Select and copy the URL 

4. Click Exit 

5. Compose a new email message in your preferred email program.  Send the email to the 

submitter informing them of the dropbox creation.  Be sure to paste the URL for the dropbox 

into the email. 



6. Send the email, and wait for  items to be submitted. 

Adding items to a dropbox 
1. Click the link provided in the invitation email to access the dropbox. 

2. Enter your login information 

3. The dropbox screen will appear. 

 

4. To upload a file from your computer hard drive, click the “Upload Files Now” button.  If you 

already have the item saved on your personal Titan Files account click the “Copy From Your 

Account” button. 

5. Locate the proper file and upload to dropbox. 

6. Click “log out” in the upper right corner to exit the system. 

Managing a Dropbox 
Any of the properties that were set up when the drop box was created can be modified at any time by a 

dropbox’s owner.  There are three main sections that can be managed Details, Submitters and Managers 

1. Click the manage button in the upper right corner of the screen. 

2. Click on the section to modify from the list on the left side of the screen. 

a. Details: Change the name, description, available dates of the dropbox 

b. Submitters: add or remove individual’s ability to submit to the dropbox 

c. Managers: add or remove individual’s ability to change properties of the dropbox. 

3. Make any desired changes 

4. Click “Apply” 

  



Sharing Folders 
Sharing folders is very similar to sharing individual files.  However the application of permissions is 

slightly different.    

 Read: allows the user to view the folder, but not necessarily the contents of that folder.  In 
order to view the contents, each individual item in that folder would need to be shared. 

 Write: allows the user to upload items to the directory, but does not allow users to read or 
edit items contained in the directory.  This can only be done by modifying permissions for 
individual files. 

 Delete: users will be able to delete a directory, but only if all items within that directory also 
have delete privileges for that particular user. 

 Administer: Checking this box gives the user the ability to change sharing options and 
directory properties. 

Caution: When sharing folders it is important to think about other items contained in the folder and if 
those items need to be shared or not.  When emailing folder links the option is available to share a 
single folder or include everything within that folder.   When sending tickets to share folders, items 
within the folder are automatically shared 

Inheritable Permissions  

Parent-Child Phenomenon 
It is important to note that there is no default permission status for documents or directories.  When 

you upload items they will NOT always be set to no sharing.  When documents are uploaded to a 

directory the document (child) will take on the traits and permissions set for the folder (parent) it is 

stored in.   

For example, if you have a directory set to share with the general public, any document you upload to 

that directory will automatically have sharing set to public. 

The Parent-Child Phenomenon can be dangerous, especially if you are working with sensitive material.  

It is easy to have permissions set that you don’t intend to have.  The Inheritable Permissions feature is 

the answer to this problem.  It allows you to set up an alternate set of permissions, so that when 

documents are uploaded, instead of taking the traits of the parent directory, the new document 

receives separate permissions, these are known as inheritable Permissions. 

1. Click the checkbox next to the desired folder. 

2. Click the Manage Icon 

3. Select the Permissions option. 

4. The Permissions screen will appear, click the “Advanced Permissions” tab. 



 

5. Add Individuals or groups as needed 

6. Use the checkboxes to determine the permission levels that will automatically be assigned to 
items uploaded into the folder. 

Remember: Read, Write, Delete and Administer are permissions for the folder itself.   Inherit 
Read, Inherit Write, Inherit Delete and Inherit Administer are permissions for the items 
uploaded to that folder.  

7. A window appears confirming your selections. 

8. Use the radio buttons to determine which folders these changes should be applied to. 

9. A message stating the changes appears.   

10. Click OK. 

11. Use the Navigation buttons to move to a different directory. 

Web Folders 
 A Web Folder is a tool used to assist in editing a shared document.  It streamlines the save, edit, upload 

process by allowing edits to be made directly in the item application.  Web folders work best when a 

user has access to the folder the document is contained in.      

1. Click the link provided in the email 

2. Log into Titan Files 

3. You will be taken directly to the shared folder. 

Note:  Look at the breadcrumbs to be sure you are in the shared folder. 

4. Click the Web Folders button in the upper right corner of your screen. 

5. A new window will open that resembles Novell. 

6. Double click the item to edit 

7. The item will open in the appropriate application. 

8. Make desired changes. 

9. Click the save button in the application 

10. Close the application. 

11. Changes have been made to the document. 



Contacts 

Saving Group Contacts 
Occasionally you may have a group of people that all need the same access to a document; people you 

work closely with or members of a committee.  Groups of people can be added to your contact list so 

that all participating members can be given the same access at the same time.  This prevents you from 

having to add each person individually. 

1. Click the Setup button in the upper right corner of your screen. 

2.  Click the “My Contacts” Tab 

3. Click the “Groups” Tab 

Note: Although individual contacts can be added, they are no longer as useful as in previous 
versions of Titan Files.   The ability to search address books quickly has replaced this feature. 

 

4. Click the New Group button   located in 
the upper right corner of the screen. 

5. Enter an identifying name for the group into 
the box provided. 

6. Click Next 
7. Type the name of the individual to add to the 

group in the space provided. 
8. Click “Find” 
9. A list of possible individuals will be listed in 

the larger space, 
10. Click the desired individual. 
11. Click “Choose Users” 
12. The persons name will be added to a list. 
13. When finished adding individuals, click Save. 
14. The group will be added to a list under the 

groups tab. 
15. Click Home to return to the document Manager. 

 

Sharing with Groups 

1. Choose the item to share by clicking the checkbox. 

2. Begin emailing a link or creating a ticket. 

3. When choosing users to share with, type the name of the group into the search field. 

4. Add the group, just as an individual is added. 

5. Continue the desired method of sharing.   

  



Manage Icon  

The Manage Icon  is available for every item and folder in Titan Files.  The icon holds many of the 

commands related to an item.   

 Summary: This screen provides information regarding the document.  Name, owner, exact URLs, 
and size are just some of the details shown.  This screen also gives an overview of some of the 
other properties of the item, such as lock, logging and sharing status. 

 Permissions: Clicking permissions reveals the current permission levels for all individuals that 
have access to the document.  If desired, permissions can be modified in this area as well. 

 Tickets: A list of Tickets that have been issued for an item.  

 Logging: When an action is performed against a file, an entry is added to the log history.  The log 
will keep track of who performed the action, what type of action it was, when the action was 
taken and the IP address of the computer that completed the action.  By default, logging is 
turned off.   Click the “Enable Logging” button to turn on the feature. 

 Versions:  Versioning allows a user to keep track of the various edits done to a file and at any 
time be able to return to a previous version.   
Á Click “Enable Versioning” to turn on this feature. 
Á A new version will be saved with every edit made to the document, when the document 

is saved, a new version is created.  
Á Click the check out button to make multiple changes and save multiple times.  When the 

version is checked back in, only one version will be added. 

 Tags: Tags are a way to assign key words or phrases to a document so that they are easily 
searchable.  To add a tag, enter the desired tag into the space provided, Click Add. 

Note:  Tags can only be one word, if two words are needed separate with an underscore 

  Subscriptions: Subscriptions are a way to keep up to date on what has happened with a 
document.  Once you subscribe, you will receive email notifications when a document has been 
read, edited, or a comment has been left.  
Á Click the New Subscription Button, Click the appropriate checkboxes, Click OK 
Á Subscriptions can also be accessed by clicking on the “Reports and Tools” tab of the 

document Manager.  Then click the “My subscriptions” tab. 

 Locks: If others have permission to edit a document, locking prevents them from doing so.   . 

o Lock a document by clicking the dropdown and selecting, “Locked.”  Click Apply. 

 Comments: Anyone, with read access to a document can leave a comment regarding a 
document.  Comments can then be read by anyone who has access to the document 
Á To leave a comment, type desired text into the space provided and click the “Save 

Comment” button. 
Á Delete comments by clicking the blue X on the right side of the screen. 

 

 


