Download your kit
https://citrix.sharefile.com/d-sf05284ba3f543d28

Welcome to your ShareFile User Adoption Kit

Thank you for choosing Citrix as your content collaboration partner. We put together this
customizable kit of promotional materials to help you prepare and onboard users with ShareFile.
Your kit includes:

3 email communications

When it comes to any kind of change, you can never over-communicate. Which is why we
drafted three emails to keep your users informed during each stage of the process. We
recommend you start sending the emails at least three weeks before your launch.

End user guide

This guide walks end users through the steps they need to take to get started with
ShareFile. We suggest you include this guide in the third email communication and post it
onyour intranet.

3 end user quick-start guides

Quick reference guides for using Citrix Files for Windows and Mac, Citrix Files for Outlook,
and the mobile app.

Admin success guide

Learn how you can customize your account to fit your organization’s needs, plus tips for a
successful rollout.

Facility flyer

It’s easy for emails to get lost in overloaded inboxes, so we designed a flyer for you to print
out and post at popular areas around your office, like the break room, collaboration spaces,
and even the hallway or elevator, to remind people of the services available to them.
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How to make it your own

Replace the Citrix logo with your organization’s logo
Add or remove screenshots
Modify text as needed

How to edit a PDF in Adobe Acrobat Pro or Acrobat Pro DC

1
2
3.
4

. Openafilein Acrobat Pro or Acrobat Pro DC.
. Click the arrow to open the right pane, and click Edit PDF.

Click on the text orimage you want to edit. Acrobat shows you the tools you'll need.

. Add or edit text on the page. Lines and paragraphs reflow automatically, or you can click

and drag to resize elements.

Add, replace, move, or resize images on the page using selections from the Objects menu
in the right pane.

For further edits to your PDF, click on the Link, Header & Footer, Watermark, or
Background options in the top menu.

If you do not have Acrobat Pro or Acrobat Pro DC, you can modify the included Microsoft
Word files to create custom versions for your business needs.

Thank you again for being a valued Citrix customer. We're sure your users will love having

greater flexibility and productivity with access to their files from any device.

Download your kit

https://citrite.sharefile.com/d-s74c666f9c0f4felb
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[EMAIL1]

Subject line
A new file-sharing experience is coming

Preview
Soon you’ll be able to easily access your files from all your devices, wherever you are

Header/subheader
Get ready for a new file-sharing experience
Soon you’ll be able to easily access your files from all your devices, wherever you are

Body

We understand that when you’re working, you’re not always in the office on your desktop. But you still
need access to your files. That’s why we’re rolling out a new and improved file-sharing system, Citrix
ShareFile—so you can work the way you want, wherever you want, without having to worry about
security.

You’ll be able to:
e Access the files you need from anywhere
e Securely send, receive, and get approval on large files
e Seamlessly collaborate with teams and clients across locations
e Use any device you choose

We hope you're as excited as we are about the greater flexibility and productivity our new system will
deliver!

[Your signature here]
[EMAIL 2]

Subject line
Collaborate from anywhere—coming soon with ShareFile

Preview
Our new file sharing experience is almost here

Header/subheader
Securely access your files from anywhere
Our new file-sharing experience is almost here

Body
Your new and improved file-sharing system is almost here! In just [insert number of weeks/days here],
you’ll be able to access all the files you need to get your job done from anywhere and on any device.

Here are a few tools that’ll make file sharing fast and simple:
o ShareFile Email Plugin: Easily encrypt email attachments directly within your email client.



¢ Citrix Files for Windows and Citrix Files for Mac: Connect to ShareFile with a mapped drive.
o Mobile Apps: Access ShareFile from your phone or tablet to view, edit, and share files on the go.

Stay tuned. When we launch our new system, you’ll receive more information and step-by-step
instructions for getting started.

[Your signature here]
[EMAIL 3]

Subject line
Our new file sharing experience is here—welcome to ShareFile!

Preview
Get started today for anywhere access to your files

Header/subheader
Your better file-sharing experience is here
It’s easy to get started with ShareFile today

Body
We're excited to let you know that you can now begin using ShareFile, our new file-sharing system! Go
to [add your subdomain here], and sign in to your account with the credentials supplied by IT.

Now you can:
e Access the files you need from anywhere
e Securely send, receive, and get approval on large files
e Seamlessly collaborate with teams and clients across locations
e Securely send files from any device, regardless of size limits

Use these tools to make file sharing fast and simple:
1. ShareFile Email Plugins: Easily encrypt email attachments directly within your email client.
2. Citrix Files for Windows and Citrix Files for Mac: Connect to ShareFile with a mapped drive.
3. Mobile Apps: Access ShareFile from your phone or tablet to view, edit, and share files on the go.
Download the app from Google Play, the App Store, or Microsoft Store.

Help and resources
We put together some resources to help you get started. [add links to resources or attach]

For questions about your ShareFile account, please contact us at:
[IT phone number]

[IT email address]

We hope you’re as excited as we are about the greater flexibility and productivity our new system will
deliver!

[Your signature here]



NEW EMPLOYEE EMAIL

Subject line
Welcome to ShareFile!

Preview
Access your files from anywhere with simple, secure file sharing

Header/subheader
Securely access your files from anywhere
Get started with ShareFile today

Body
As an employee at [Company Name], you now have access to our secure file-sharing solution! With
ShareFile, you can:

e Access the files you need from anywhere

e Securely send, receive, and get approval on large files

e Seamlessly collaborate with teams and clients across locations

e Securely send files from any device, regardless of size limits

Here are a few tools that’ll make file sharing fast and simple:
1. ShareFile Email Plugins: Easily encrypt email attachments directly within your email client.
2. Citrix Files for Windows and Citrix Files for Mac: Connect to ShareFile with a mapped drive.
3. Mobile Apps: Access ShareFile from your phone or tablet to view, edit, and share files on the go.
Download the app from Google Play, the App Store, or Microsoft Store.

Help and resources
We put together some resources to help you get started. [add links to resources or attach]

For questions about your ShareFile account, please contact us at:

[IT phone number]
[IT email address]

[Your signature here]



User Guide

CITRIX

Getting Started
with ShareFile

Welcome to the simple, secure way to
share files on any device, anywhere.
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What’s Inside?

1. Welcome to ShareFile

3.Signing in to ShareFile

4.How do | upload a file?

5.How do | share afile?

6.How do I send a file through Microsoft Outlook?

7. How do | send a file through Gmail or other accounts?

8.How do I send an encrypted email?

9. What types of files can I upload?

10.How do I request a file from a coworker or client?

11. Additional resources

10

12
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Welcome to ShareFile

ShareFile is a simple, secure way to collaborate on your files with colleagues
and customers. You can easily store, share, sync, and access your files from

any device, no matter where you are.

This guide shows you how to use ShareFile to become more productive than

ever. See how easy it is to get started.

How do | sign into ShareFile?

To signiin, go to [subdomain.sharefile.com], and enter your user name and password.

If your organization has configured single sign-on, you'll be able to sign in with your

company credentials from this same screen.

How do | upload a file?

It's easy to upload files to ShareFile, whether you're using a web browser,

a ShareFile tool, or your mobile device.

1. Web browser: Navigate to the folder where you'd like to upload a file. Click the +
button, select Upload, and either drag and drop a file right into ShareFile or browse

your computer.

Dashboard

£>

3 Folders

o

, Personal Folders
25 Shared Folders

Favarites

m =

Network Shares

e
S

ShareConnect

» SharePoint

! Add Connector

File Box

Recycle Bin
B3 workflows

&2

A

nbox B

*  Marketing Presentatiars
*| More Options

F~ Marketing Presentations

3 Items in this Folder 2" People on this Folder

n Deminar.pptx

Storage used: 4 GB

Email me when a file is.

&) Request Files

] create Folder

= Create Document

Dovmioaded fro s folder

B create Presentation

E Create Spreadsheet

© Create Request List
Create Note

Create URL

Back to contents
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2. Drive Mapper is now Citrix Files for Windows and Citrix Files for Mac:

Go to https://www.citrix.com/downloads/sharefile/ to download this tool. Once
downloaded, simply map to a drive and then save your file and it is automatically
synced from the cloud to your desktop.

I'[4 || = | ShareFile
Home Share WView

* m oh Cut “ x I I%ﬂ‘lewitem < 54 Open ESE\Ect all

W Copy path 1] Easy access Edit 15 Select none

Pinto Quick Copy Paste _ Move Copy Delete Rename Mew Properties
access El Paste shortcut to to - folder - % History EJE‘ Invert selection
Clipboard QOrganize New Open Select
« - » ThisPC » ShareFile (5:) » Personal Folders » ShareFile
# Quick access MName Date modified Type Size
<@ OneDrive
[ ShareFile
3 This PC
B Desict View >
eskto)
s Sort by b

Documents

>
4 Downloads Refresh
» Music
Customi is folder...

[&] Pictures
B videos Paste
e OSDISK (C:) Paste shortcut
; ShareFile (5] Undo Rename Ctrl+Z
reFile
= rebeccabu$ (Wcitrixfs2) (V7) &) Drive Mapper >
N,
=¥ Network ew >
Properties

3. Mobile app: If you're accessing
ShareFile through your mobile app, NG T 8 11:58 AM
navigate to the folder where you'd like
to upload the file, click the + button,
select Upload, and browse to find the
file you want to upload.

Upload Files

Create File

Create Folder

N I I T R

Create a Note

Request Files

&)

Citrix.com | User Guide | ShareFile


https://www.citrix.com/?src=pdf-Guide-XenAppXenDesk-030618-F&utm_medium=pdf&utm_source=%2520pdf-Guide-XenAppXenDesk-030618-F
https://www.citrix.com?src=pdf-AK-GettingStartedWithShareFile-033018-F&utm_medium=pdf&utm_source=%252520pdf-AK-GettingStartedWithShareFile-033018-F
ttps://www.citrix.com/downloads/sharefile/

Back to contents

How do | share a file?

There are several ways to share afile.

1. Email with ShareFile: This feature allows you to send your file(s) via ShareFile’s
email system. With this method, the recipient receives an email message containing a
secure link to download the file(s). You can send a file stored on your account, or send
a file stored on your computer.

a. To email a file stored on your n :
. . L W m My script.docx

account, right-click on the file in Downioad

ShareFile, choose the Share option, Share

then select Email with ShareFile. 4 eh ShareFile
Geta Link
Initiate Approwval
Send for Signature

b. To email a file stored on your computer, go to your ShareFile dashboard shortcuts,
choose Share Files, then select Email with ShareFile.

Shortcuts
Vs &, =N &3
Share Files Request Files Personal Folders Shared Folders

%4

Favorites

N N N N
Email with ShareFile Get a Link Feedback and Appraval Send for Signature

Copy and paste  link into your email, Share a document for approval or Share a document to obtain legally
cocument, or chat message. feedback. valid e-signatures,

Share items securely using our
messaging system
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What your recipient sees:

Citrix ShareFile
]

Admin,

John Doe has sent you files. Expires 3/23/18

Anote from John :
Thanks!

Trouble with the above link? You can copy and paste the following URL into your web browser:
hitps://sharefilevideotutorial sharefile.comyd/60a3de1b2de04309

2.Get aLink: This feature creates a link you can copy and paste into any email or chat
message to allow a recipient to safely access your file. You can share a file stored
on your account, or share a file stored on your computer.

a.To getalink for a file stored on
your account, right-click on the
document, and select Share and Share
then Get a Link. Copy and paste Ly
the link and share.

A m My Script.docx

Download

uth ShareFile

Initiate Approwval

Send for Signature

Back to contents
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b. To get a link for a file stored on your computer, go to your ShareFile dashboard
shortcuts, choose Share Files, and then select Get a Link. Copy and paste the link,

and share.
Shortcuts
0 ]
O a, S Pt
Share Files Request Files Personal Folders Shared Folders
Favorites
S S S
Email with ShareFile Get a Link Feedback and Appraval Send for Signature
Share items securely using our Copy and paste a link into your email, Share a document for approval or Share a document to obtain legally
messaging system document, or chat message. feedback. valid e-signatures.

Back to contents
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How do | send a file through Microsoft Outlook?

Once you download Citrix Files for Outlook (https:/www.citrix.com/downloads/
sharefile/), simply open a new email message, you'll see some ShareFile options in
the message ribbon. You have two options for adding a file to your message:

1. Convert Attachments will turn any files you've already attached to the email into
secure ShareFile documents.

2. Attach Files allows you to use ShareFile to attach documents that are either saved
in your ShareFile account or stored locally on your computer.

B & &
Corvert Attach Reouest
2 . s 2
Arachmerts Files—  Files -

Share=liz

Back to contents
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How do | send a file through Gmail or other accounts?

The easiest way to send a file through any email program is to use the “Get a Link”
function within ShareFile from your browser. Copy and paste the ShareFile link into
your Gmail message for a quick, safe way to share your file.

How do | send an encrypted email?

When you open a new email message
in Outlook, you'll see a green ShareFile
padlockicon on the left of the message
ribbon. Click the drop-down arrow

and then Use Custom Settings. After
confirming a few options, your entire
message text will be encrypted—both
on its way to your recipient and once
it’sin theirinbox.

Encryption  Paste

BEHS S+ Vs

FILE MESSAGE = INSERT  OP]
ﬁ N shay X, Cut
ER Copy

¥ Format Painter

On - . 4
ShareFile Clipboard [
ShareFile Encrypted Email

This message is secured with ShareFile
encrypted email.

[ ShareFile Outlook Plug-in

Tell me more

What file types can | upload?

ShareFile supports all file types.
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How do | request a file from a coworker or client?
There are two ways to easily request a file from someone.

On your account dashboard, click Request Files.

Shortcuts
2 &, & a3
Share Files Request Files Personal Folders Shared Folders

W

Favorites

1. Request with ShareFile: Choose this option to send a request through ShareFile.
Fill out the fields for recipients and message, check the location where you'd like files
uploaded, and click Send.

& G

Request With ShareFile Get a Request Link

Request items securely by using the
ShareFile messaging system.

Copy a link and share it in an email,
document, or chat message.

Citrix.com | User Guide | ShareFile
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2. Get alink: Choose this option to request a link to embed in an email, chat, or site.
Verify the location where you'd like files uploaded, and click Get a Link.

& G

Request With ShareFile Get a Request Link

Request items securely by using the
ShareFile messaging system.

Copy a link and share it in an email,
document, or chat message.

a. You can place this link right in your email signature from Outlook. Open a new
email, and click the Insert tab. You'll see anicon for Signature. Open the drop-
down arrow, and click Signatures... In the Edit Signature box, you can place the
link wherever you'd like in your email signature. Save it, and it’s ready to send.

Back to contents
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Still need help?

Here are some additional resources:

- Access hundreds of support articles in the ShareFile Knowledge Center

- Connect with other customers in the ShareFile Community and see commonly
asked questions

CITRIX

Locations
Corporate Headquarters | 851 Cypress Creek Road Fort Lauderdale, FL 33309, United States
Silicon Valley | 4988 Great America Parkway Santa Clara, CA 95054, United States

© 2019 Citrix Systems, Inc. All rights reserved. Citrix, the Citrix logo, and other marks appearing herein are property
of Citrix Systems, Inc. and/or one or more of its subsidiaries, and may be registered with the U.S. Patent and
Trademark Office and in other countries. All other marks are the property of their respective owner(s).
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CiTR!X® Citrix Files for Windows and Citrix Files for Mac

Citrix Files for Windows
and Citrix Files for Mac

Delivers secure access to all your files

4 reasons to start using Citrix Files for Windows and Citrix
Files for Mac today

1. Quick access to all your files: Connect a ShareFile account
as a mapped drive without performing a full sync of content.

2. Flexibility: A single point of access to multiple data
repositories.

3. Tools at your fingertips: Simply right-click to manage folder
permissions, add items to favorites, initiate workflows,
and view item details, like notes and file versions. Also see
recent activity in the menu bar.

4. More control: Set notifications when someone uploads,
downloads, renames, or checks out files.

» Citrix Files (Z) » Personal Folders » Customer Communications » 2018 v O Search 2018
~

Name Date modified Type Size

o Q12018 File folder

o Q22018 File folder

o Q32018 File folder

o Q42018 File folder

B5] QA Checklist Microsoft Word D... 30KB
Open
Edit
New
Print

ﬁ Convert to Adobe PDF

Convert to Adobe PDF and EMail

'E Combine files in Acrobat...
Open with...

§ Share >

@ rFoouna

©2019 Citrix Systems, Inc. All rights reserved. Citrix, the Citrix logo, and other marks appearing herein are property of Citrix Systems, Inc. and/or one or more of its
subsidiaries, and may be registered with the U.S. Patent and Trademark Office and in other countries. All other marks are the property of their respective owner(s).



CITRIX Citrix Files for Outlook

Citrix Files for Outlook

Send sensitive or large files as secure attachments -
right from Microsoft Outlook

Why you should start using the Citrix Files for Outlook today:

Share large, encrypted files directly from Outlook
Request files securely with one click
Encrypt email message for added security

HwnN

Share files up 100 GB on any device

¢ 9

orvert Attach Recucst
Amacrmerts Files~  Files-
Share~lle
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subsidiaries, and may be registered with the U.S. Patent and Trademark Office and in other countries. All other marks are the property of their respective owner(s).



CIiTRIX Citrix Files Mobile App

The Citrix Files Mobile App

Delivers secure access to your files on i0S, Android,
and Windows devices

Why you should start using convenient mobile apps today

1. It’s the easiest way to keep files instantly up to date on all
of your devices

2. You get simple, secure access to your files on the go

3. You can edit Microsoft Office files and annotate PDFs
anytime, anywhere

—/ —/
LATeT = 149 PM 73 - LIATeT = 1:48 PM 7 % -
< < Demo Q  select

Sort: A-Z View.

@ ’l— Clwénts
ShareFile B
r‘— Erojfcts

r— Team Management

Password

() ()
N %
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CiTR!x® Admin Guide

ShareFile Admin
Success Guide

Welcome to the simple, secure way to
share files on any device, anywhere.
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What’s Inside?

Citrix ShareFile offers best-in-class flexibility, allowing you to customize your account
to fit your organization’s needs. As you get ready to roll out ShareFile, we recommend
you take these 5 steps to ensure a smooth experience for both you as the admin and
for your users who will be working in the tool every day.

1. Configure your account settings 3
2.Select your storage preferences 3
3. Configure single sign-on 3
4.Deploy ShareFile apps and features 4
5.Roll out ShareFile 4

Citrix.com | Admin Guide | ShareFile
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Step 1: Configure your account settings

We recommend you first update your account settings. Here are some key settings:
+ Subdomain
+ Account colors and logo

» Security settings
- File retention policy

+ Custom SMTP (Send emails through your mail server instead of ShareFile’s servers)

Check out more information on all Advanced Preferences.

Step 2: Select your storage preferences

With ShareFile, you get the flexibility to determine where you store your data, whether
in the cloud, on premises, or a hybrid of both. Here's what you need to know to set up
an on-premises storage location (StorageZone):

« Prerequisites

+ Installation guides
- Software downloads

« Connections to existing data locations (network drives, SharePoint, etc.)
» HIPAA-compliant Healthcare Cloud

Once you set up your storage location(s), start creating your folder structure and
migrating your data.

Step 3: Configure single sign-on

Allow your users to signin to ShareFile with their company credentials by configuring
single sign-on (SSO).

+ Configure SSO (Leveraging your existing SAML 2.0 or 3.0 identity provider (IdP))

+ Once you configure SSO, set up the User Management Tool to import your users
from your Active Directory security group(s) or organizational unit(s).

TIP: If you're not ready to deploy to your end users, simply clear the “Notify
Employees with Email” option when you create your provisioning rule.

Citrix offers a service to help guide you through SSO setup. Get all the details in the
ShareFile SSO Guided Setup data sheet. Contact your sales representative for pricing
and more information.
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Step 4: Deploy ShareFile apps and features

Determine the tools and apps you would like to roll out to your users.
- Apps and features overview
« The ShareFile Plug-in for Microsoft Outlook
+ Drive Mapper
« Windows Sync

+ Mac Sync
« Apps that support SSO

If you push out applications on behalf of your end users, find your administrative
downloads here.

Step 5: Roll out ShareFile

When you're ready to roll out ShareFile to your end users:

- Create andinvite users: Create accounts for your end users, and automatically
send them a welcome email with an account activation link.

« Communicate: We've created a ShareFile User Adoption Kit to help you prepare

and onboard users. Please edit these documents to best fit your organization’s
needs. Your kit includes:

- Editable email templates: When it comes to any kind of change, you can never
over-communicate. Which is why we drafted three emails to keep your users
informed during each stage of the process. We recommend you start sending
the emails at least three weeks before the launch of ShareFile

« Facility flyers: It’s easy for emails to get lost in overloaded inboxes, so we
designed some flyers for you to print out and post at popular areas around
your office, like the break room, collaboration spaces, and even the hallway or
elevator, to remind people of the services available to them.

+ Getting Starting With ShareFile: Adding a new technology tool can
sometimes feel overwhelming, so we've created short guide to get users up
and running in no time.

- Tool quick-start guides: Quick-start guides on four of ShareFile’s most popular
tools, Drive Mapper, Sync, Outlook Plug-in, and mobile apps.

+ Get custom training: Citrix offers end-user and admin training led by ShareFile
experts. Contact your sales representative for pricing and more information.

TIP: If you configured single sign-on for ShareFile, you can send out your own email
invitation blast by simply including your ShareFile URL.

Back to contents
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Additional Resources

+ Support Knowledge Center

ShareFile System Status (Subscribe to updates)
« Subscribe to Releases Notes

- Citrix Support

- Enterprise Admin Success Guide

o ® Locations
CITRIX Corporate Headquarters | 851 Cypress Creek Road Fort Lauderdale, FL 33309, United States
O Silicon Valley | 4988 Great America Parkway Santa Clara, CA 95054, United States
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YOU can access
and share all
your files, from
any device.
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On the road...

Or even at home.

It’s easy to get started. Simply sign
in to your ShareFile account with
your company credentials, and start
sharing files today.

Have questions or need help?
Contact the IT team to learn more.
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