
 

 

 

 

 

These instructions provide basic information on sharing files and folders in Vault.  For a more detailed explanation of 

configuring sharing and access permissions in Vault, please click on the Help link at the top of the Vault page and read the 

Sharing and Permissions chapter of the online instruction manual. 

1.  Login to Vault by going to vault.pacificu.edu and logging in with your PUnet username and password.   

2. Navigate to the folder that contains the file or folder you would like to share with other Vault users. 

3. Click on the checkbox next to the file or folder you would like to share and click the Share icon in the Vault toolbar to 

start the Sharing Wizard.  It is important to note that, by default, the entire contents of the folder, including all subfolders 

and files, will be shared. 

 
4. To share with Pacific 

University students, faculty 

and staff, enter the last name 

and choose from the list 

provided. 

a. You can also search for 

users or groups by clicking 

the Search for Users 

button, entering search 

terms, selecting who you 

want and clicking OK. 

5. To share with people outside 

the university, enter their email 

addresses in the text box, 

separated by commas. 

6. When you are done click the 

Next button. 
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7.  Define the type of 

access you would like 

to assign to each user 

or group by clicking the 

button under the 

appropriate permission 

level for each user.   

8. If you have included 

people outside the 

university, you will see 

them listed as type 

“Ticket” and you will 

have Ticket Options 

below.  Click on the 

triangle button to show 

your ticket options. 

a. You can limit the 

time that people 

external to the 

university have access 

to the ticket. 

b. You can create a 

password that people external 

to the university must enter to 

access the shared content.  This 

password is not sent to the 

external address via the 

automatic email notification 

(see below) and so much be 

communicated by you. 

9. When you are done click the Next 

button. 

10.  By default Vault will prompt you 

to send an email with a direct link 

to your shared file or folder to the 

users and groups specified earlier.  

Add additional information to the 

email as appropriate and click the 

Finish button to send the 

message.  
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