
 

How to Share a Company File in SortMyBooks 
1. Only file owners can share files. 
2. Go to Home and Settings – Navigate to the Sharing tab. 
3. Click "Share With" – This opens the sharing options. 

 

4. Select Access Permissions – Choose the recipient's access level by ticking or 
unticking the items listed. 

5. Enter the Email Address – Input the recipient’s email. 
6. Click "Share" – This finalises the file-sharing process. 
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