
 
 
 

 
 

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.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



To Download Files: 
 
When files are uploaded to your folder, an automatic email notification is 
sent. Click on the download link to download the file.  

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

 
 
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.   

 
 

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

 



 
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”.  

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

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

 
 
 
 
 
 
 
 



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

 
 

Next, click “Upload”. 

 
 
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..  

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

 



 
 
Viewing Notes Pertaining to Files: 
 
To View any notes associated with a file, click on the “details icon”.  

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


