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ShareFile Handbook

Please note that this is for use after activating your account, go to your activation email for more information.
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Initial Setup
Welcome to ShareFile!
We're excited to let you know that you can now begin using ShareFile, our file-sharing system!

You should have received an email from ShareFile Support with the subject name:
Tech4 Administrator Added You to ShareFile.

Please scroll down and click the Activate Account button

m Cirrus SharefFile

Welcome! You have been added to the account for Cirrus ShareFile,

A nate from Techd
Welcome o C s Sharefilel

We're excited 1o et you know thal you can now begin usng ShareFile, our fke-shanng systéem!
Please scroll down to the bottom of the email to activate your account
Please speak 1o your line manager o recene a copy of the: Sharefile Handbook 1o get started!

For questions about your Cirrus ShareFile account, please contact ws at: 0203 968 3111 or
supportfitechd tv

wowew fechd by

",
Activate Account

Trouble with the above lin

k? ¥ou can copy and paste the following URL into your web browser:

e Enter your first name, last name, and mobile number.
- Enter your verification code and verify

e Enter your password
- Passwords must meet the following requirements:
- atleast 1 upper case letter
- atleast 1 lower case letter
- atleast 1 number
- atleast 1 special characters
- atleast 8 characters in length
- Passwords should match

e Verify your device
- Verify your device by either text message, phone, or the authentication app.
- Text message is used most (select text message)

You are now setup on Sharefile!

A confirmation email will be sent your email address with the portal sign-in page and your email.
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Sharefile Portal
Portal access: https://tech4tv.sharefile.eu/dashboard

(We recommend bookmarking this in your browser for easy access)

m Cirrus Sharefile
{5 Dashbowd

Foldsry

Recent Files

L]
a

Werkfiows
Thepe arg They iGeeTes you Fecenitly socesped, They pervabe Leaf i ondy vigsbie 0oy
Peopls

Soltras

Sharefile Software

Our Cloud-API (Desktop Software) is called Sharefile.
This allows Sharefile to run as an application on your laptop, computer, and phone.

- Windows users

Download and install Sharefile for Windows:

- macOS users

Download and install Sharefile for Mac

Allow Apps from Unidentified Developers + Enable system extensions.

1. Click on System Preferences
2. From the System Preferences Pane click on Security and Privacy
3. Click on the lock down the bottom left and enter your password
4, Under Allow apps downloaded from, check the Anywhere radio button
@ < i Security & Privacy Q e < i Security & Privacy
General Filevault  Firewall  Privacy st ..
A login password has been set for this user  Change Password.
A login password has been set for this user  Change Password..
Require password 6 minutes (&) after sleep or screen saver begins a mmﬁfnm::m‘a ‘::d sicop of screen uvu begins
Show a message when the screen s locked 7 Disablé moomele loghs
2 Disable automatic login Allow Citrix Files System Extension
Use your Apple Watch to unlock apps and your Mac @ Citrix Fées requires you 1o 350w its system extersion
= Defore it can 1ac.
Please open the Security & System Prefecerce
Pane and slow l0acng system software from
Aliow apps downloaded from- o S e uca sl sy
Allow apps downloaded from: Cancel Open System Preferences
App Store
App Store and identified developers
© Anywhere e
System software from developer “Citrix Systems, Inc.” was biocked Allow
from loading. —— %
Some system software requires your attention before It can be used. Detalls..
[i Click the lock to prevent further changes. Advanced... ? S CAck e ook o susie ctunges.
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1.) Load Startup Options
Shut down your Mac, then press and hold the power button until “Loading startup options” appear.

Macintosh MD

2) Access Recovery Mode
Click Options, then click Continue.

3) Open Startup Security Utility
In the menu on top of the screen, choose Utilities > Startup Security Utility.

@ Recovery File Edit Utilities Window

Startup Security Utility N
Terminal .

Share Disk.

4) Open Security Policy
Select the system you want to modify, then click Security Policy.

5) Select Reduced Security
Select “Reduced Security” and enable “Allow user management of kernel extensions from identified
developers” to allow installation of software that uses legacy kernel extensions.

Security Policy for “Macintosh HD":

Full Security

Ensures that only your current OS, or signed operating system software currently trusted by
Apple, can run. This mode requires a network connection at software installation time.

Reduced Security
Allows any version of signed operating system software ever trusted by Apple to run.

¥ Allow user management of kernel extensions from identified developers

& Allow remote management of kernel extensions and automatic software updates

6) Enter Administrator Password
When asked to authenticate, select an administrator account, and enter its password to apply the
changes to the security policy.
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7) Restart System
In the Apple menu, choose Restart to restart the system.

Phone & Tablet Apps

- 10S (iPhone, iPad)

Open the App store application on your device.
Search for Sharefile.
Tap Get

ShareFile®

Citrix Systems, Inc.
Designed for iPad

Free

Tap the Sharefile icon to open.
Type your Sharefile username and password.

- Android

Open the PlayStore application on your device.
Search for Sharefile.
Tap Install

ShareFile

Citrix
3.9% 100K+ (3]
588 reviews Downloads PEGI3 @

m < Share E Add © W‘»Sh"St
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Accessing Files

- Windows
- Click on your file explorer §*§
- Click This PC’ on the lefthand pane.
- Double click the Sharefile drive, by default it’s S: drive.

A Home ~ Devices and drives
1] Windows (C) ShareFile (5:)
| Gallery - &\,li I
369 GB free of 475 GB -’A 98.3 GB free of 100 GB
@l Desktop

Ll«_ Downloads
= Documents
P9 Pictures

o Music

n Videos

~ [ This PC

> e Windows (C)

- Favourites

Right click on the file or folder, goto E sharefile © select Add to favourites
You can also login to the Sharefile online portal here and add a favourite folder.

Click on Folders, Shared Folders then click the staricon 77 next to the folder.

- Personal Folders

This is your private and personal folder, only you have access to this folder.

- Shared Folders

The Shared Folders section of your account contains all folders (created by you or other users)
that you have been granted access to


https://tech4tv.sharefile.eu/dashboard
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- macOS

After installation, a volume named “Sharefile” will appear. You may access this volume by clicking
on the Sharefile menu bar item and then clicking the folder icon. It will also appear in the Favourites
sidebar in Finder windows. This volume displays all the files and folders from your Sharefile
account.

Mon1:47PM ) 100% @B = Q =
a —

Y5 ShareFile 1 §2 -+ = Overflow Menu

Recent Files L= Workflow button

Open Citrix
m Small Word Document.docx Files Folder
Saved at 4/23/18, 12:25 PM

R . ‘—= Recent Files list
'l Assets.zip

[ - Saved at 4/23/18, 12:14 PM

Invoice-8-13.docx
Saved at 4/23/18, 11:55 AM

- Recent Files - Files that have been uploaded or edited will appear in the list of recent
files. Double click on a file to open it.

- Overflow Menu - Access Preferences, Send Feedback, Help Launch Website, and quit/exit the
Sharefile application.

- Workflow button - Open a window containing Workflows where you can view.

e Favourites
Right click on the file or folder, goto B Sharefile > select Add to favourites
You can also login to the Sharefile online portal here and add a favourite folder.
Click on Folders, Shared Folders then click the staricon 17 next to the folder.

e Personal Folders

This is your private and personal folder, only you have access to this folder.
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e Shared Folders

The Shared Folders section of your account contains all folders (created by you or other users)
that you have been granted access to.

Uploading Files

- Windows

Upload Files via the Sharefile application.

Select the file(s) you want to upload.

Open the Sharefile folder via File Explorer.

Drag the files to your selected folder in the Sharefile (S:) drive in Windows Explorer.

. Ol AC0ESS
il Desitop

o Favorites

# Downloads

3 Documents * o Personal Folders

I Pictures o & Shared Folders ;= ===y
1 L}

B Cirix Fites (5 3 i
[
~ [ This PC =
il Deskiop

' Documents
+ Downloads
& Music

» I Pictures

» [ Videos
T Local Disk ()

= New Violume (D)

» @) Citrix Fites (%)

Check your recent and queued files.
- Left click the Sharefile Icon in your Icons tray.

Y5 ShareFile O

Recent Files  Queue

E; ! All files up to date.



w: www.tech4.tv

\h/ t: 0203 968 9.1 04
TEGI-M@ X® () in

- macOS

Upload Files via the Sharefile application.
Drag and drop file(s) or folder(s) from the Sharefile folder to another folder on your computer.
You may also copy and paste files and folders.

e o < Citrix Files i & - S v

I3 Favorites
& AirDrop 8 Personal Foiders

2 CrixFi. &

O 0 0

Shared With Me
© Recents

m——

A Applcations

= Desktop

2 Downloads

iCloud
Documents
- Desktop

* Shared

@ B Wed6S5PM o)
2% ShareFile

Recent Flles  Queue

Check your recent and queued files.
Click on the menu bar and select the Sharefile icon.

All files up to date.

- Sharefile Portal
Upload Files via the Sharefile portal. %0
Option 1. Drag the files directly to your selected folder on the web portal. O Create Foider
Option 2. Click the blue X button and choose Upload. u

1 Request Files

E create Document
B Create Presentation
B Create Spreadsheet
» Create Mote

Create URL
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You will also find more options available, please check the website for more information.

Sharing Files

- Windows

Right click on the file you would like to share, go to Sharefile -> Share

. Home Name Uate moaitiea ype Size
EI Gallery 'ﬁ Tech4.Test Document.docx 21/08/2024 16:06 Microsoft Word D... 0 KB
¥ 0O @ B W
4 Downloads [ Open Enter
| Documents fe Open with >
@l Desktop [ Share
& videos 17 Add to Favourites
IA Pictures 3 CD Compress to... >
@ Copy as path Ctrl+Shift+C
I This PC 42 Properties Alt+Enter
&= Windows (C) & Edit in Notepad
m ShareFile (S:) E ShareFile 5
W Network E WinRAR 5

£7 Show more options

A new window will appear with more options.

e Allow people with this link to:
- Download only
- Edit (required to sign in)

e Who can access this link
- Anyone (No information required)
- Anyone (Public, must enter a name and email)
- Client and employee users (after signing in)
- Employee users (after signing in)

e Access expires

Sh£

Initiate Workflow
Make Available Offline
View Details
Download

Add to Favorites

Open in Website

- Here you can limit the days of access to the file (Change this to your preference)
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e Notifications
- Here you can be notified when the file is accessed, you will receive an email.

B sharefile = m] X

Edit options

Access Options

Allow people with this link to

‘ Download ~

Who can access this link

‘ Client and employee users (after signing in) v

Access exeires

‘ never ~

Always link to the latest version of the file

Notifications

Notify me when this is accessed

Save Cancel

- macOS

Navigate to the file that you want to share from the ShareFile folder in Finder
To open the menu, use Control-click on the file you would like to share.

The ShareFile for Mac menu displays.

Select Share.
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* setup-Tields-Tnr-csmnminn San 70 Z073. 1700 PM

Signed Conti  Open 1

= status Open With >
~ [ emailuser®use Download Now
1. Getting St 1
» T employee phots Move to Trash
4 - EOL Drafts Got Info
» B Florida_August
B fnldar 2010 Rename
Compress “Signed Contract - electronic signature example2*
Duplicate
Make Alias
Quick Look
Copy
westigate Share...
L 2000
Tags...

Quick Actions

= @ Send for Signature
@ Check Out
. eaana @ Initiate Approval
AT @ Download

c 2 @ view Details
" @ Add to Favorites i

A new window will appear with more options.

e Allow people with this link to:
- Download only
- Edit (required to sign in)

e Who can access this link
- Anyone (No information required)
- Anyone (Public, must enter a name and email)
- Client and employee users (after signing in)
- Employee users (after signing in)

e Access expires
- Here you can limit the days of access to the file (Change this to your preference)

e Notifications
- Here you can be notified when the file is accessed, you will receive an email.
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b5l ShareFile = o x

Edit options

Access Options

Allow people with this link to

‘ Download v

Who can access this link

‘ Client and employee users (after signing in) v

Access exeires

‘ never ~
Always link to the latest version of the file

Notifications

Notify me when this is accessed

Save Cancel

Collaboratively Editing Files Online

Using ShareFile Portal allows you to collaboratively edit a file.

There are some limitations to this, files need to be in the latest version of Microsoft Office.
Excel spreadsheets can’t exceed 5MB.

See the tutorial videos on the Portal dashboard for more information.

Multiple users can edit a file simultaneously all from within the ShareFile portal.
To co-edit a document or join an active editing session, right-click the file and choose the
Edit Document option.


https://tech4tv.sharefile.eu/dashboard
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_ Share
Setup Guide.pdf
Email with ShareFile
E Intro Transition Mid.r Get a Link
Initiate Approval
E Title Graphicjpg Send for Signature
E My Spreadsheet xlsx 9" ToUrsel
Delete
m My Presentation.ppt! view Details
. Mowve
Background Music.m
Copy
Storage used:299 MB SLlbis i N
Check Out

You will be prompted to verify your Microsoft Office credentials before accessing your file.
(you only do this once, once you've signed in it will remember you)

Almost there...

To edit business documents you'll need an Office 365 subscription

Sign in with a work or school account No thanks, just download the file

After verifying your Microsoft credentials, you may use the web-based editor to modify the file.
Other users in the editing session are denoted by coloured cursors within the document.
You can also view editing users in the upper right corner of the editor menu.
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. Office 385 Liz Gilliam
ine
ERT PAGE LAYOUT REVIEW VIEW Tall me what you want 1o do s B3 2 other people are here =
(Body) 12 Ko he =l 2l « B Sam Corey
ia ody) % - A H= = = &= P 4 ¥ -
‘ AaBbCc = AaBbce AaB Ediing oniins
U abx %, x° 4 - i_ = t=- 3=- Mormal Mo Spacing Head Stephanie Monk
. E Editing online

Foml Paragraph " Stylas

Collaborating on a file is simple with Cirrus ShareFile & Microsoft Office Online
‘Sam Corey

E=T

Cirrus ShareFile is always looking for nﬂﬁays to integrate with the intention of
increasing the value we bring to our customers. In today’s world, collaboration is
the key to getting many tasks done.

-
Cimmus recognizes that many CJrus ShareFile customers are taking advantage of the

How do | know when a file is being edited?

A file that is currently being edited is denoted by the orange icon shown below. Hovering your cursor
over the orange icon will display the status of the file.

3 |. Doge

s

This file is checked out and

(=]

expires at 1/26/16 12:23
pm. This file is currently

being edited.

Changes to the file will automatically be saved. You can view the Save status of your file at the
bottom of the editor. Please ensure that it says "Saved to ShareFile" before exiting the editor.

Sharefile For Outlook

You can find this from the Sharefile portal by going to ‘Apps’ in the top right corner. /


https://tech4tv.sharefile.eu/
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Apps for Windows.

(’ Cirrus ShareFile Q w.._,:,:‘.-.

Apps for Mac

Citrix Files for Outlook

Once you have downloaded and installed the application, open Outlook and the Sharefile icon will
appear in the top right corner of your toolbar.

/& Coming Soon | Tn

to Teams EL'IGeneraltasks ~ | & unread/ Read EE” FU = Flrz‘ Search People @ ?v Eﬁ" @ Viva Insights

§ citrix iles for Outlook -~ You can adjust this — can send
attachments up to 100GB
techdtv.sharefile.eu Help Log Out

/_ (Converts to a download link)
£33 General Edit

Only convert attachments that | choose

Show Icon: On . I
Files and links expire after six months Here you can adjust permissions of

/_ who you want being able to access
@ Attaching Files Edit the attachments you send.

rm
=

Access: Anyone (name and email required)
Notifications: On
Number of downloads: unlimited

m
=

Requesting Files Edit

)

Access: Anyone (name and email required)

Notifications: On

Upload file to: File Box Turning this on is useful if you need

/7 to send personnel files.
& Encrypted Email Edit

m
=

Access: Email recipients (sign in required)
Notifications: On
Files and links expire after six months

m

& Inserting Links Edit

=4

Appearance: Banner
Request link text: default
Language: Default (English (United States))




o W:www.tech4.tv
m t: 0203 968 9.1 04
TECHAR) X® ®in
Online only files: These files and folders are stored on the cloud. These files and folders are
not stored on the local device.

0 Only files or folders marked as “Make available offline” display a green circle with the white
check mark. These files or folders are downloaded to your device and are available offline.

@ Mixed state folder or cached file: This occurs when folder contents are in the various modes
including online, offline, and cached.

@ The file or folder is checked out.

Troubleshooting Sharefile

- Windows

Files not syncing?

Right click the white space within the File Explorer

88 View
Request
N Sort by
Make Available Offline
(= Group by
View Details
") “trl+Z
7 Undo Move Ctri+Z Refresh Content
—————
® New 2 Upload
2 . Alt+Ente
&2 Properties Alt+Enter 5hen in Website
B sharefile

Open in Terminal

&7 Show more options

Click ShareFile, Refresh Content

B Citrix Files X

Reset your Sharefile application
Settings

Account

Cirrus Sharefile
Sign Out
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- Right click the Sharefile Icon
- Click settings.

- Click on the ‘Reset’ app.

- This will sign you out and reset the application.

- You may need to enter the subdomain again which is: tech4

- Now continue to login with your Sharefile username and password.

- macOS

Files not syncing?

Right click the white space within the Finder
Click ShareFile, Refresh Content

Mew Folder
Get Info

View >
+ Use Groups
Group By >

Show View Options

H Share

E Request

+: Refresh Contents

B upload

B view Details

H Open in ShareFile.com

Reset your Sharefile application
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- Click the Sharefile Icon
- Now click on the three dots ...

mp-  Tue 2:21 PM cirRix
Recent Files
® Tue2:21PM [ S versDosumentgos
;';S?.':‘;:’if’. .

m rvoice-8-13.docx

- Goto preferences

- App settings

- Resetapp

- You may need to enter the subdomain again which is, tech4

- Now continue to login with your Sharefile username and password.



