
 

 

 
 
How to Use Built in Share Filtering 
 
How to Use Built in Folder Filtering 
 
 
 
How to Use Built in Share Filtering 
 
1. Choose the Shares tab.  
 

 
 
2. Select the Add Filters button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 

 
 
3. Select the User and Group from the drop down menu. If you want to scan for users 

and groups available on the network, click the icon shown below.  
 

 
 

4. Choose the type of Share from the drop down menu. 
 



 

 

 
 

4.  Choose whether you want the user to have full control, change, and/or read access for 
this share.  Click once in each box that you want to allow access to. 

 
5. Click Ok. 
 

 
 

6. Choose the Save Selected Filter As… button. 
 
 
 



 

 

  
 
7. Enter a name for the filter and click Ok. 
 

 
 
8. You can see from the example below that the filter has been added to the drop down 
menu.  
 



 

 

 
 
 
 
How to Use Built in Folder Filtering 
 
1. Select the Folders tab.  
 

 
 



 

 

2. Click the Add Filter  button. 
 

 
 

3.  The Folder Filter will appear.  Select the User and Group from the drop down menu or 
click the icon to scan for available Users and Groups.  
 
4. Place a checkmark in the boxes of the privileges you want to set and click the Ok 
button. 
 

 
 

5. Select the Save Selected Filter As…. button. 



 

 

 
6. Enter a name for the filter and click Ok. 
 

 
 

7.  You can see from the example below that the new filter has been created and added to 
the system.  
 

 


