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Beyond Business 
File Sharing 
8 features that take  
you further

If it’s collaborative, it’s in Kahootz
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Why do you need file sharing 
software for your business?
Perhaps you’re frustrated with 
the way email gets in the way 
of productivity? It’s a vital tool, 
but it has major limitations.

•  Problems with sharing large files 

Email often refuses to let you send  

or accept large attachments,  

forcing you to look for alternative  

ways of sharing files.

•  Firewall blocking 

Even small attachments get blocked 

by corporate firewalls, meaning your 

attachments get quarantined for 

indefinite periods – or bounced  

right back at you.

•  Poor security  

Email is by its nature insecure,  

and you may have felt uncomfortable 

using it to share sensitive or 

confidential documents. 

There are different ways you can 

overcome these problems, but when 

most businesses dip their toe into file 

sharing for the first time, they tend 

to choose one of two options (or 

sometimes combine them both).

Standalone file sharing 
solutions give you 
the raw materials of 
collaboration, but they 
don’t give you the tools 
to make it happen. 

This guide shows 
you how some of the 
features that will take 
you further.



•  Shared folder solutions 

This is cloud software that allows you 

to share folders with anyone who has 

a web browser. You put a file into a 

shared folder, it’s uploaded to the 

cloud, and anyone with the  

right permissions can access it.  

If you give them the right  

privileges, they can add files to  

the folder as well. 

•  ‘FTP replacement’ tools 

No longer strictly FTP (file transfer 

protocol) solutions, today these 

solutions work through your web 

browser. You upload a file, specify 

a recipient and they’re sent an alert 

containing a link to your document, 

which they can download to their  

own computer. 

Both of these solutions have their 

merits. ‘FTP replacement’ sharing is 

quick and easy – you can get a file to 

someone without having to set them  

up as a ‘user’ on any system. Shared 

folder solutions keep all your files in  

one place, and groups of people can 

easily add or remove documents.

But the chances are you need to  

share files as part of a wider 

collaboration — in business you  

need to share documents, get 

feedback, discuss ideas, add 

comments, give approval and more. 

And that’s where both ‘FTP 

replacement’ and shared folder 

solutions fall down. While they give  

you a method of sharing information, 

they don’t give you tools to work  

with your documents in any 

meaningful way. 

This is how collaborative file  

sharing software can come to  

your aid. Just as easy to use and  

often as economical, brings  

purpose and context to your  

file sharing. 

But how? We show you 8 features  

that will take you further.
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1. Archived files and back ups
One of the main problems with 

collaborating on documents is that  

it’s easy to lose track of different  

file versions.

Over time, you might email four of  

five revisions of the same document  

to a group of people. With crowded 

inboxes, it’s easy to get confused or 

even miss a revision. 

FTP replacement tools will back up the 

files you send for a limited time, but 

they won’t keep multiple versions of 

the same document in the same place. 

That’s even more confusing.

Folder sharing software will also back 

up your files, and some will allow you to 

roll back to earlier versions. However, to 

make this work you need to train users 

to overwrite files with the latest draft — 

many people are reluctant to do this, 

so you end up with dozens of drafts 

cluttering up your shared folders. 

You’ll find a better solution in 

collaboration software. Each file has 

its own page, where you upload the 

latest version and can see at a glance 

how many earlier versions have been 

archived. Then, if you need to roll back 

to an earlier draft you can do so in a 

couple of clicks in your browser. 

What’s more, not only is every file and 

folder automatically backed up, but so 

is every user interaction — giving you a 

full audit trail of every person’s work.

ONE TO CHECK
Look for software that’s 
easy to set up and quick 
to deploy — some cloud 
collaboration solutions  
can be set up in a matter 
of minutes.
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Normal file sharing solutions don’t  

make collaboration on the same 

document easy. 

A simple shared folder system only 

allows users to open a document, 

amend it and then save a new  

version in the folder. 

Online collaboration systems offer you 

a higher level of functionality. Special 

collaborative documents allow you and 

other users to amend a copy of the 

same document, chapter by chapter. 

Because you edit the document  

directly via your web browser, there’s  

no risk of overwriting a file someone  

else is working on. And when your  

team has finished work, you can  

export the finished file as a Word 

document, PDF or other  

commonly-used format. 

Instantly, you create a group of  

people who can work on the same 

file – not multiple copies of the same 

documents, giving you productive 

collaboration without any risk of 

duplicating or erasing work. 

 

2. Collaboration on documents

QUICK TIP
Whether you opt for a shared folder 
solution or online collaboration 
software, make sure it’s secure. 
You don’t want sensitive data 
getting into the wrong hands.

Look for:

•  Recognised security standards 
such as independent ISO 27001 
certification that applies to the 
software, and not just the data 
centre it uses

•  Independent penetration tests 
carried out regularly by an 
accredited 3rd party like  
CHECK or CREST

• Robust encryption

•  Modern servers, kept in  
secure data centres.

http://www.cesg.gov.uk/servicecatalogue/CHECK/Pages/WhatisCHECK.aspx
http://www.crest-approved.org/member_companies_cmc.php
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When you use a normal shared folder 

system, all you can see is a list of files  

in any given folder – you have no 

context about why they’re there,  

or what they’re for. 

If you want to comment on those files, 

you then have to fall back on email – 

and hope your message gets read by 

the right recipients. 

With collaboration software, each file 

is given the context it needs. You can 

add comments on the page dedicated 

to a given file, allowing you to provide 

constructive feedback, explain the 

rationale behind your most recent 

changes, request information, give 

approval and more. 

Comments are usually threaded, 

allowing you to create different topics 

of discussion for any given file. And 

as you’ll see in the next point, group 

members will instantly know that a new 

comment has been added. 

3. Commenting on files
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One major limitation of basic folder 

sharing software is that your team 

members usually don’t know that 

you’ve updated or replaced a file – 

unless you tell them. That means  

extra admin. 

Collaboration software is built with 

the understanding that, when things 

change, people need to know about 

it. So if you update a file, make 

a comment, alter a collaborative 

document or make any other  

change your team members need 

to know about, they’re updated 

automatically by email.

That speeds up your workflow, cuts 

down your workload and brings 

momentum to your projects. 

4. Automatic updates
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Normal folder sharing software has 

major limitations for teamworking. 

Imagine you have a team comprising 

board members, managers and 

external stakeholders. You want to 

share some documents with one 

group, others with two and some 

with all three. If you use a shared 

folder solution, you usually need to 

create folders with different access 

privileges – and that can force you 

to keep separate copies of files in 

more than one folder. The more 

groups of people you have, the more 

complicated things become.

Collaboration software solves 

this problem by assigning access 

privileges to teams, rather than to 

folders. You can specify exactly  

which content a team can view,  

add, edit, comment on or add to  

— ensuring that every user only 

works on the content they need to, 

never sees documents they shouldn’t 

and doesn’t have to wade through 

files that aren’t relevant to them. 

This keeps your project teams 

focused, purposeful and on track  

– in a way that’s simply impossible 

when you use a simple shared folder. 

5. Teams and access privileges
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Use a normal shared folder to work  

with external partners and all they  

see is a list of files — they have no 

context. That means you need to set 

up conference calls, send emails or 

arrange face to face meetings to tell 

them which files they need to look at, 

and where they’re kept. 

Collaboration software has the edge 

because it immediately gives external 

partners context. Because each file has 

its own page, on which you can post 

instructions, comments and requests, 

it’s easy to tell your partners what they 

should be looking at – and why. 

And when they’re in the shared 

workspace, they also have the tools 

as well as the data they need to 

collaborate. Let’s look at some of  

these next.

6. Sharing with external partners
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Standalone file sharing solutions give 

you the raw materials of collaboration, 

but they don’t give you the tools for it.

So if you need to create a schedule 

of work, set milestones and measure 

progress, you have to rely on separate 

project management software. 

Or if you want to quickly gauge opinion 

within a project group, you need to use 

a separate online survey or poll tool. 

And if you need to create a database  

of information such as website  

links or relevant contacts or lists of 

issues, you have to fall back on a 

specialist database or make do  

with a spreadsheet. 

That’s where online collaboration really 

comes into its own. Depending on 

which software package you choose, 

you have a range of tools that allow 

you to collaborate from within the same 

space as your files are kept. 

All users need just one software 

package, not many, meaning they can 

collaborate from anywhere – and not 

just from a terminal where they have 

access to the project management, 

survey, database or other software  

they might otherwise need.

7. Integration with project tools
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This is where the major business 

benefits of truly collaborative file  

sharing lie. 

By bringing together both the raw 

material and the tools for collaboration, 

you can put your file sharing to work in 

a range of innovative ways – simply  

from within a web browser. 

For example, in addition to project 

working, you can create dedicated file-

sharing and collaborative workspaces 

that you can use as:

•  Corporate intranets  

– not just for sharing information, but 

for working together on it

•  Virtual committee and board rooms  

— bringing decision makers together 

in a purposeful context

•  Tender management workspaces  

— securely handling the exchange of 

information with third party bidders

•  Partner portals  

— working with external partners, 

securely and transparently

•  Secure deal rooms  

— encrypted online workspaces in 

which to transact business

•  Client extranets  

— to allow you to collaborate closely 

with the people you work for.

8. Multiple uses and innovation
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To give just one example, when South 

Gloucester Council first opted for  

online collaboration software, they 

used it for internal project working. 

Within a very short space of time, they 

were using collaborative workspaces 

for a huge range of purposes — both 

internally and with external stakeholders. 

These included:

•  Safer Stronger Community Groups

•  Waste management projects

•  Careers Advisory Partnership

•  Census research 

•  Tutor support

•  Community led planning

•  Secure, senior level  

information sharing

•  Community Speed Watch

•  Cultural Strategy Group

•  Emergency Planning

•  Economic and tourism development

•  Broadband roll-out

•  Local Enterprise Partnership set up

•  Mental health team collaboration

•  Neighbourhood planning

•  Carers Support Network

… and many other applications

Would a simple file sharing solution  

have taken them so far? And could it 

help you undertake a similar journey?

You decide!

Find out more
Download Free Guide  

Online Collaboration Tools:  

10 questions to ask a supplier

Click here to sign up for free trial

http://in.kahootz.com/landing-pages/online-collaboration-tools---selection-guide?utm_campaign=Online+Collaboration&utm_content=Online+Collaboration+-+Selection+Guide&utm_medium=Corporate+Website&utm_source=Homepage+Slider&
http://www.kahootz.com/get-kahootz/
http://in.kahootz.com/landing-pages/online-collaboration-tools---selection-guide?utm_campaign=Online+Collaboration&utm_content=Online+Collaboration+-+Selection+Guide&utm_medium=Corporate+Website&utm_source=Homepage+Slider&
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For more information about Kahootz
and to sign up for a FREE trial please visit:

kahootz.com

If it’s collaborative, it’s in Kahootz

kahootz.com   @Kahootz    

1 Weston Court, Newbury Road, Weston, Berkshire RG20 8JE
t. +44 (0)1488 648 478    e. info@kahootz.com

http://www.kahootz.com/get-kahootz/
http://www.kahootz.com
http://www.kahootz.com
https://twitter.com/Kahootz
mailto:info%40kahootz.com?subject=

	Button 1: 
	Button 2: 
	Button 3: 
	Button 4: 
	Button 5: 
	Button 6: 
	Button 7: 
	Button 8: 
	Button 9: 
	Button 10: 
	Button 12: 


