Creating Bookmarks

In order to bookmark a file or folder, you must have read access to that file or folder. Once you bookmark a file or folder, it will be available each time you login to your account and click on the Bookmarks button. 
To bookmark a file or folder:
1. On the Document Manager screen place a check mark in the box associated to the file or folder, and then click the Create a Bookmark [image: image1.png]


 button at the top right of your navigation bar.
- OR -
On the Document Manager screen, Right-Click the selected file or folder, and then click the Bookmark option.
- OR -
On the Document Manager screen, click the Bookmark [image: image2.png]


 button, and then select the "Manage Bookmarks" link, and then click the Create a Bookmark button.

2. Provide a name for the Bookmark

3. Provide the Full Path of the file or folder

4. Your new bookmark can be accessed by clicking on the star    [image: image3.png]
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