
Sharing Folders Across 

Organizations with WestlawNext



Benefits of Sharing Across Organizations

Delivering value through shared knowledge and information:

• Easily collaborate with corporate counsel and other firms on the research team

- Three-step process: Invite, Accept, Confirm

• Make research projects more transparent

• Maximize your time

• Showcase your expertise

• Gain a competitive advantage



To initiate folder sharing with 
external colleagues, begin by either 
selecting ‘Share’ from the ‘Options’ 
menu or by clicking on the ‘Share icon.



Users are prompted to enter 
email addresses to commence 
external folder sharing.



Internal colleagues and groups will 
continue to populate upon name 
look-up.



Upon clicking ‘Enter’, the email is 
stored and recognized as existing 
outside the ‘Contacts’ directory.



The user is notified that a sharing 
invitation must be sent.



Upon clicking ‘Continue’, users are 
brought to the Folder Sharing 
Manager where they assign roles to 
internal and external colleagues.  



Upon clicking ‘Share’, the folder is 
shared with all internal colleagues. 



This is the email invitation generated 
for the external contact.  



Upon clicking ‘View Invitation’, the 
user is directed to the WestlawNext 
OnePass sign-on screen.  



After authenticating via WestlawNext 
OnePass and assigning a Client ID the 
user is brought to the invitation.  



Upon clicking ‘Accept’, the user is brought 
to the WestlawNext home page and is 
notified that a response was sent to the 
folder owner.



This is the email invitation generated 
from the external contact to the 
folder owner. 



After authenticating via OnePass and 
assigning a Client ID, the folder owner is
brought to this confirmation screen.  



Upon clicking ‘Confirm’, the folder owner is brought 
to the WLN home page and is informed that a 
notification was sent to the external contact.



This is the email notification 
sent to the recipient upon 
confirmation.  



The external contact will now see the shared 
folder in the ‘Shared with Me’ section of the 
folder hierarchy.  The blue Folder Sharing 
Manager link is updated to include the count 
for the external contact.



Sharing Folders Across Organizations

Process Summary: Collaborate with corporate counsel and other firms on 

the research team in three easy steps

• Invite – anyone with an email account and WestlawNext can be included

• Accept/Decline – recipients are always able to accept or decline invitations 

• Confirm/Deny – prior to finalizing the share, folder owners are able verify the    

identity of a pending colleague  


