
 

Viewing and Changing Permissions on ella Files 

 

Every folder or file in an ella site has permissions set by default to allow that 

object to be seen only by members of that site. If you want to share a file with another 

site or with an external audience, you have to change permissions on the file. To 

change viewing permissions, you must first find the file/folder you want to change in the 

Resources area in your ella site then click on “Edit Details” which is located under 

Actions to the right of the file/folder name.  

 

Once you click on “Edit Details” the window will open to a screen where you can edit the details 

of the file/folder selected. To change the permissions, look under the section titled “Availability 

and Access” and click the radio button next to the choice “this folder and its contents are 

publically viewable”. Scroll to the bottom of the page and click “Update”, located in the bottom 

left corner, and your file will be useable in other sites and sharable to others by giving them the 

URL listed on this Details page. 



 

 

If you change the permissions of a folder, it also changes the permissions of everything that is in 

that folder or added to the folder. 


