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How to Use Gates, Moore & Company’s ShareFile

1) Visit Our ShareFile website:
https://gatesmoore.sharefile.com

2) Login: Your email address
Temporary Password: Enter CL followed by your client number. For
example, if your client number is 1234, your password will be: CL1234

After logging in, you have the option to change your password if you

choose.
Welcome

Please confirm your name and choose a new password, Passward must be at least 4 characters and at rost 15
characters, To malke your acocount as secure as possible, we recommend choosing a password thatoontains
letters, numbers, and punctuations symbols,

First Marme: * IJane
Last Name: * ISmith
Company: |

Password: * |

Confirm Password: * |

Time Zone: |Eastern Time (GMT -5) =

|Observe Davylight Saving Timme (US & Canada) ;l

|Disp|ay date as mnnthf‘daw‘year;l

IDispIay time in 12-hour format with .D.M,J’F‘M;I

Save |



To Download Files:

When files are uploaded to your folder, an automatic email notification is

After clicking the “click here to download”, you will arrive to the ShareFile
login page. Login.
Login

Ernail: I

Password: |
[T Remember me

Lag In I

Frramt wnnr maccwnrd?

When you click on the Download link via the email, after logging in you will
arrive to the option to download the file. You will also be able to view any
notes that have been attached to the file. Click Download.

Dowvrnload

Earthworm-2165.ijpg
x; 0.03 Mb

See picture of the Earthworm.

You will be presented with the option of “opening” or “saving” the file.

File Download %

looks suspicious, or pou do not fully trust the source, do not open or

@ Some files can harm wour computer. I the file information belows
save this file.

File marme: Earthworm-2165.jpg
File type:  JPEG Image

From: gatezmoore. sharefile. com

would pou like to open the file or zave it to pour computer?

Open Cancel More Info

¥ &lways ask before apeting this bpe abifile



Re-Visiting ShareFile to Access Files

How to Download Files:

After logging into ShareFile, you can download or upload any files at anytime.

To Download or to access selective files, click on your folder (without checking
the box next to your folder).

Click the file of interest, and click “Download”.
Test

0.03 11/13/07

To Download ALL files, click the checkbox next to your folder, and click

download.
My Folders

With Checked: Download More Actio
d

Mb Creater

¢ [d Jlane Smith 0.00 1z2/28/07 H. Lang

You will arrive to the below screen and click "open™ or "save":

L ] Some filez can harm your computer. If the file information below
y lookz suspicious, or you do nok fully trust the source. do not open «
zawe thiz file

File name: Test zip
File type: " inZip File

From: gatezmoore. sharefile. com

Woould pou like to open the file or zave it ko pyour computer’?

Cancel I Maore Infa




How to Upload Files:
To Upload a File, click on the folder titled “Jane Smith" (i.e. your name or
Practice name).

My Folders

With CThecked:

Next, click “Upload”.

1 Subfolder {E_Ll’ph:\_ad Files_ﬂ_igld}r —— ;I 't.'!

Checked: Maore Actions ---» =

Click “Browse” to upload files of interest. Type text in “Title” to attach a
custom title to the document. Type in the “details” section to add any notes
of interest about the file you are uploading. Click “Send email notifications”
so users that have access to your folder can be automatically notified a file
has been uploaded..

To upload, click the 'Browse..." button and select files from the dialog window that
pops up, To upload multiple files at once, click the 'add multiple files' link next to
the file browse button. NOTE: Maxinmum file size for a single upload is 2
gigabytes,

Interested in uploading multiple files at once, uploading entire folders or drag and
drop? click here switch to the "Enhanced Jawva Upload”

File: * | ‘" Brawse.. > add multiple files

Title: * |

Details:

®§Send ermail notifications when this upload finishes t_)/,-

T overwrite files with the sarme narme t_)],-

E Upload File=s I Back to Previous Page I

The next screen “confirms” email notifications. Check the boxes of your Gates,
Moore & Company team to enable an additional email notification.

W 2] Mark Estroff (Gates, It

W 24 Mancy McConnell (Gat

Send Motifications




Viewing Notes Pertaining to Files:

To View any notes associated with a file, click on the “details icon”.
Test

Created Creator Cretails

11713507 M. McConnell

M Details

11/13/07 M. McConnell fad
See sample picture
11/13/07 M. McConnell el

11/13/07 M. McConnell b

That concludes how to use ShareFile. Please advise your Gates, Moore &
Company team members if you have any questions. 404-266-9876.



