Sign Up or
Activate

Create a Zoho account or
activate Zoho One to unlock
WorkDrive and other integrated
business tools for your team.
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5 Steps to Set Up Zoho
WorkDrive for Your Team

Create Your Team

Invite your staff, define roles,
and build your core team
structure to start collaborating
securely and efficiently within
WorkDrive.

Set Up Team
Folders

Organize your workspace by
creating folders for
departments like HR, Finance,
and Sales, with access limited
to relevant teams.

Upload Files

Move your existing documents
into WorkDrive and apply
consistent naming and tagging
to keep everything searchable
and easy to retrieve.

Assign
Permissions

Control document access using
role-based permissions so each
team member sees and edits
only what they’re authorized to
handle.



