SENDING AND REeceiviNnGg LARGE FiLES

WITH CAzARIN INTERACTIVE cazdrin
INTERACTIVE

The Employee Login is for licensed users with more

OVERVIEW features to share documents.

The Client Login is for external users with limited

Cazarin enables you to send and receive files that are
y features to upload and download only.

too large for email. It provides fast, reliable, and secure
online file transfer capability.

Note: All uploaded files automatically get moved to the
Recycle Bin 30 days after they are uploaded (where they
can no longer be accessed by links). 7 days after being
moved to the Recycle Bin, files are permanently
deleted, and cannot be recovered.

2. Click Log in.

The Home View will display after log in. Options for how

_ to manage files will be blank until one is selected.

_—

You can access Cazarin from anywhere.
To access ShareFile:

P2 Personal Folders G

1. Open your internet browser and type ; -
cazarin.sharefile.com in the address bar.

TIP: Add this page to My Favorites for future

reference.
The login page appears.
Navigation
Personal Folders is the root folder of your account.
@ y
cazarin e

P Personal Folders = wae
Email

Password

[0 Remember Me Forgot Password?

Privacy Policy

settngs

e As more subfolders are created the structure will be
displayed as shown above. Click on each link to
navigate the structure

The current folder is displayed above the black bar and
its contents are below the bar.
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e Click on a folder to view its contents.

Best Practices
e Create and use folders to organize your documents.
® Do not place files in the root folder.

e Upload files immediately before sending them, to
allow the maximum (30 days) time for downloading.

UrLoap AND SenD FiLe(s)

Create a folder to organize your files, upload the file(s)
and send email notification to recipients so they can
download the file(s).

To upload files:

1. Onyour PC, save the files to a local drive.

2. Click Create Folder .

The Create Folder window appears.

Create Folder

* Required
Name: Sally Goeke Folder

Description:

Add Users: [] Add People to Folder

Cancel

3. Give the folder a descriptive name (e.g. matter
name). Optionally add a description.

4. Click|

The new folder creates and opens.

P Demo Folder G

semngs

5. You can begin dragging one or more files into the
window to upload them by clicking on browse files
to upload files.

pload Files to "sally” Folder

N

Back to Previous Page

You can also simply drag one or more files into the
window to upload them.

1N

jis

The files appear in the new folder. There are no
options until you select a file or folder

= Demo Folder G-

Once you select the file you want to work on then
the options appear
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Note: You can select to receive an email when a file is
downloaded as a default property of the folder

™7 Demo Folder

To send a Cazarin link (“Send” files):

6. Check the boxes next to the files or folders you wish
to send a link to (or the top box for all).

Daitbted
[ roles ‘. Demo F\:‘C‘E" ] N

[ —— Items inthis older Peaple onthis Folde

Shared Folders i

7. Click Share — Email with ShareFile from the menu
below the blue line

An email recipient dialog box displays.

ereage

8. Fill out the email form:

a. Enter one or more email addresses in the TO:
field.

b. Type a SUBJECT.

c. Optionally enter a message (e.g. “Please
download these files at your earliest
convenience”). Optionally check the box to
remember the subject and custom message for
future use.

d. Optionally click on Edit Message Options to
receive a copy of the email, get notified when
files are downloaded, or change security.

Note: By default, you will be notified whenever the
recipient(s) use the link. By default, the link will
expire when the linked file with the shortest
remaining life (30 days minus the number of days
since it was uploaded) is sent to the Recycle Bin. To
get the full 30 days, remember to send links to files
immediately after uploading them.

9. Click to send the link.

Items sent successfully appear on the screen.

\WHAT THE ReciPiENT RecelVES WHEN SENT FiLEs

Cazarin’s security best practices requires recipients to
log in. The first time recipients receive an email with a
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link to retrieve the files, they will need to activate their
account.

1.

2.

First-time recipients get the Activate my account
message, thereafter click to download displays.
citrixch citrixchtest has sent you files,

To download these files, you must first activate your account and set your personal
password

54 4—.
Note From citrixch:

Here are the presentations.
Do not forward this email or share the links (below) to these confidential files.

Trouble with the above link? You can copy and paste the following URL into your web browser:
i harefile.comid/634badf3fi28442c ?a=a12d420c6e13fc78

First-time recipients will need to create a password,
enter some personal information, and click Save to
login.

Once the login and password have been entered,

recipients click|

For a single file, they click Save or Open. Multiple
files are downloaded as a single zipped file called
Files.zip.

REQUESTING FiLES

In order to receive files from outside parties or Cazarin
personnel, you will need to create a folder and request
the files.

To Request Files:

1.
2.

Create a new folder or navigate to an existing one.

On the left side of the Home screen, expand More
Options and select Request with SharefFile.

Or, from the Folder Options, select Request
with ShareFile

T~ Demo Folder

PEOEl Request Files

= customer Demo s sl

print Previow_pdf

Starage used: 1 GB

Click Request Files.

The Request Files dialog box displays.

Fill out the email form to request files from the
client into the specified directory and click on Send.
You will be notified when a file is uploaded by
default

a. Optionally check the box to receive a copy of
the email.

b. Select a time period for Upload access expires.
The recipients will be able to upload as often as
needed for this period of time, after which they
will be denied access.
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\WHAT THE ReciPiENT Receives WHEN ReQuESTED To SEND FiLes DownLoADING REeceived FiLEs

1. The account holder receives email notification in
Outlook when requested files have been uploaded.

Recipients will receive an incoming email message with

a link to the Cazarin storage location. 2. To download the files you have received, check the
Download These Items box in your email.
Stacey Strickland has requested that you upload a file using ShareFile. |

Notification Summary

Below is a summary of upload and download activity on folders for which
you've chosen to be notified.

link? You can copy ndfaste the following URL into your web browser: Uploads
mir/32131 AcBa

citrixchtest, citrixch (2) > Sample Documents

Name: BriForum Presentation 10 Things in AD.pdf

99 MB - Created: /30 8

ShareFile is a tool for sending, receiving, and organizing your business files online. It can be used as a password- Size: 9.99

protected area for sharing informaticn with clients and partners, and it's an easy way to send files that are too .
large to e-mail Creator: citrixch citrixchtest [citrix

Citrix ShareFile 2018

By

1. The sender clicks the link in the email and an upload
screen opens in the browser.

N

2. The sender may drag files to the window, or click browse
Files to open a standard Windows file selector.

3. The sender clicks Upload Files.

File{s) uploaded successiully

TRETT ST TITT WTAT FT AT KTATI T AT %A

An acknowledgement displays when complete. A
confirmation email is sent to the recipient and an email
notification is sent to the account owner.

5 Revised 12/7/16



