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Would you like to share saved research with a peer through your My EBSCOhost Folder?
If you are working on a research report with a colleague, would you like to share your research with them through your My EBSCOhost folder, so they do not duplicate the researching efforts? If you are a teacher, would you like to share required reading materials with your students through a folder instead of printing out copies of the reading and distributing in a class? These are all possible through creating a Shared Folder.

But does this give access to all information in My EBSCOhost Folder to anyone?
No.  As the owner of your My EBSCOhost folder, you get to set the limits of what information is shared and to whom.  If you share a folder, they will only have access to that shared folder and not the entire contents of your My EBSCOhost folder.  In order to log into the shared folder, a colleague must be designated by you as someone you want to share with, and they will be sent a password via email to allow them access.  Only the person emailed that password will be able to use that password, so it can’t be sent to all of their friends.  And as owner of the shared folder, you can control who gets invited to share a folder, both by inviting to share access and removing them from that invited list.
Sharing a folder is possible between institutions or companies as well, but whoever you are sharing with will only see content from databases they subscribe to.  So if you are sharing information with a student at another college or a colleague at another company, if you do not have the same subscriptions, they will not be able to see all the content you are sharing.
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To create a Shared Folder:
1. Log into your My EBSCOhost folder.  

2. At the bottom of your list of folders, you will see an area that says My Custom.  This is where your customizable folders will be found.  Click on the link that says New.  
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Once you’ve created a sub folder, click on the Share link.
4. You will be brought to a new screen. Enter the email addresses of your colleagues that you would like to share this folder with, and click Invite. In the Message field, you can write a brief message for your colleagues to read, that will explain what a shared folder is. You can also customize the email subject line using the Subject field.
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5. Your colleagues will be sent an email with instructions to log in as well as the password to your folder.  Again, only the people you designate as being allowed to share will be sent this password.

6. Once you’ve designated a folder as Shared, it will change its look to have two people on the folder.  This is how you can differentiate a Shared Folder from a Custom Folder. You can invite more people to share the folder by clicking on Share again, or edit the folder by clicking on Edit. You can also delete the Custom folder by clicking on Edit.
After a folder is shared, a list of the people you’ve allowed access to your folder will appear to the right.  As the owner of a shared folder, you can control who gets invited to share a folder with you, as well as the content within the folder and if you need to remove someone from being able to share a folder with you.  To the right, we see a list of people who have been invited to share a folder with the owner.  To remove any of these people from sharing a folder, select the name of the subscriber and click Delete.

Best Practices:  Shared Folders


A Best Practices Guide to Create Shared folders through your   My EBSCOhost Folder





Access this handout at the EBSCO Support Site.  Slide your mouse onto the Knowledge Base button, and click on Advanced Search.  Type "folders" in the Keyword box, and click submit.  Look for "My EBSCOhost Shared Folders – Best Practices Guide."








