Guide to your ShareFile Online Vault

Using Your Online Vault

Here are three basics to help you get started accessing, downloading

and uploading files faster as a Client user of ShareFile.

How to log in
1. Enter this URL in any web browser:
https://financialalternatives.sharefile.com.

Also consider using a direct link we
provide by email as that may direct you to
a specific subfolder to save you time.

2. Enter your username as your email
address associated with the account.

3.Enter your password, and click Sign In. You
will be taken to the Dashboard menu (or a
shared folder).

4.1f you cannot remember your password, click
Forgot Password.
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Account Dashboard / Shared Folders

1. The Dashboard is typically the first page
that you see upon signing into ShareFile
unless you use a direct link from an email.

2.Recent Files will display up to 5 files that
you previously accessed from the current

web browser.

3.Use the navigation menu on the left side of
the page to get access folders and settings.
Typically, you will navigate to Folders >
Shared Folders to start. If you do not have
a page or menu, consult with our staff about
obtaining permissions.
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Uploading with a Request link
1.Click the link located in the email from the

How to upload files in your account
1.You may only upload files to folders where

you have been given the Upload permission.

Navigate to the folder where you wish
to upload files.

2.Since you are a client user, your folder will
be in the Shared Folders section of the
account. (If you do not have folders to
access, it is most likely that you have an
additional email addresses that needs to be

person requesting files. The link may either
appear as a ShareFile URL, Button or as a
banner with the link: Click here to upload
files.

Note: Depending on the original requester’s
message settings, you may be required to
enter your email address or login before
you can upload any files.
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3.Hover over to the blue “+” Action Button
near the top right side of the page and

select Upload.

File Request from (Employee Name at Financial Alternatives, Inc

|1| Upload
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Drag files here

Browse files

"1 Create Folder

4.Drag your files from your computer into the

Drag Files Here area, or click Browse files to
select them manually. Click Upload when

ready.

2.0n the screen that appears, drag and drop
the files you wish to upload from your
computer folder or desktop to the box on
the screen.

Your files will be uploaded. Upload speed
can vary based on your internet connection.

Mame a Size Upleaded Creator

3.When you've placed all files you wish to
upload in the box, click Upload. A success
message will be displayed beside each file
once your upload is complete.

Filename.docx 0% 1 X

Filename.pdf Uploaded 2598 KB

Filename.docx Uploaded  2282KB

Financial Alternatives, Inc. | 858 459 8289 | info@financialalternatives.com



Guide to your ShareFile Online Vault

F

How to download files from your account

1.Log in to your ShareFile account.

2.Using the left navigation, go to the folder in
your account that contains the files you wish
to download. Typically, you will navigate to
Folders > Shared Folders to begin.

3.Select the one or more files to download by
checking the boxes to the left of the file
name. You can then select the appropriate
button to Download to your device or
Preview the file(s) via the web.

Note: You may also right-click the file and
select Download or Preview.

4. When downloading files from ShareFile,
the files will be downloaded to your device.

Depending on your browser settings, you
may be prompted to select where files should
be downloaded to.

Downloading from a Link

1. Click the link located in the email from the person
sending you files. The link may appear as a
ShareFile URL or a Download button.

Note - Depending on the original sender’s
message settings, you may be required to enter
your email address or login before you can
download any files.

Citrix Attachments Expires October 31, 2019

Filename.docx 198.9 KB

Download Attachments

Chris Jaccard uses Citrix Files to share documents securely.

2.To download a single file, right-click the
file and select the Download option.

3.You can download multiple files at once by
using the checkboxes on the left side of
each file name. Select the files then click
the Download button that appears in the
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Founded in 1991, Financial Alternatives is a Fee-Only advisory firm that provides Wealth
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Management Services to successful families and professionals. Through the EXPERT Advisory
Process™, clients receive personalized advice and investment strategies that are coordinated with

their CPA, attorney, and the rest of the professional team - giving clients the clarity and confidence
to focus on everything else they care about.
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