ShareFile Client Guide — LOGIN, UPLOAD, DOWNLOAD

TO LOGIN TO YOUR SHAREFILE ACCOUNT:

1. Login at https://rbt.sharefile.com.

2. Enter your email address and password.

3. If you forgot your password, click on the Forgot password? link and ShareFile will send an
email to you with instructions for resetting your password.
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4. After logging in, your home screen will display your folders. If it does not, click on Folders,
then Shared Folders in the left-hand column.
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5. You may have just one folder with your name or business name on it; however, if you have
multiple accounts, you will have multiple folders.
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6. Click on one of your account folders. The default view is your subfolders or “Items in this
Folder” view. Alternately, you can click on “People on this Folder” to see who will receive
notifications for that folder.
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TO UPLOAD FILES:

1. Click on the subfolder you would like to upload into (you must choose a subfolder before
the upload option will appear). If you are not sure which folder to use, choose Client Files.
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2. Hover your mouse over the blue circle and choose Upload.
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3. Select the file you would like to upload from your computer and click Open. Then click
Upload on the second screen that pops open.
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4. The file shows up in your folder and RBT receives an email notification that your file has
been uploaded.
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TO DOWNLOAD FILES:

1. Click on a folder. (For example, click on the Client Files folder).
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2. Click on the file you would like to open.
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3. You will see a preview of the file and several options. The most common options are
Download, Print, or Email with Citrix.
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authorization is to remain in full force and effect until | notify the U.S. Treasury Financial Agent to terminate the authorization. To revoke (cancel) a
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TO SAVE THE FILE FOR YOURSELF:

1. Choose the Download option, then navigate to the folder of your choice on your computer
and click save.
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TO PRINT THE FILE:

1. Choose the Print option, then click on the printer symbol when the PDF opens.

< ?

Form 8879.pdf Details
" Form 8879.pdf
Fom 8879 IRS e-file Signature Authorization
(Rev. January 2021) ‘OMB No. 1545-0074
» ERO must obtain and retain completed Form 8879.

Department of the Treasury : 2 -
Internal Revenue Serace » Go to www.irs.gov/Form8879 for the latest information.

Submission |dentification Number (SID) ’

Taxpayer's name Social security number oy [E‘I]
Download Print
Spouse's name Spouse’s social secunty number
Tax Return ion — Tax Year Ending D 3, (Enter year you are authorizing.)
Enter whole dollars only on lines 1 through 5. @ @ E
Note: Form 1040-SS filers use line 4 only. Leave lines 1, 2, 3, and 5 blank.

Adjusted gross income Get A Link Delete Check Out
Total tax

1

3 Federal income tax withheld from Form(s) W-2 and Form(s) 1089 .
4 E

5

Blon|—

Amount you want refunded to you

Amount you owe P s s s s s s s s . . . . . - - - - 5 |D >
0 Taxpayer D and Sig Authorization (Be sure you get and keep a copy of your return) con ove
Under penalties of perjury, | declare that | have examined a copy of the income tax retum (original or amended) | am now authorizing, and to the best of !
my knowledge and belief, it is true, correct, and complete. | further declare that the amounts in Part | above are the amounts from the income tax
retum (original or amended) | am now authorizing. | consent to allow my intermediate service provider, transmitter, or electronic return originator (ERQ)
to send my retum to the IRS and to receive from the IRS (a) an acknowledgement of receipt or reason for rejection of the transmission, (b) the reason
for any delay in processing the retum or refund, and (c) the date of any refund. If applicable, | authorize the U.S. Treasury and its designated Financial
Agent 1o initiate an ACH electronic funds withdrawal (direct debit) entry to the financial institution account indicated in the tax preparation software for
payment of my federal taxes owed on this return and/or a payment of estimated tax, and the financial institution to debit the entry to this account. This Notes dd Note
authorization is to remain in full force and effect until | notify the U.S. Treasury Financial Agent to terminate the authorization. To revoke (cancel) a

pavment. | must contact the U.S. Treasurv Financial Acent at 1-888-353-4537. Pavment cancellation requests must be received no later than 2 v

Form 8879 IRS e-file Signature Authorization

(Rev. January 2021) OMB No. 1545-0074
ent o the Tressury » ERO must obtain and retain completed Form 8879.

Intemal Revenue Service » Go to www.irs.gov/Form8879 for the latest information.

Submission Identification Number (SID) >

Taxpayer's name Social security number

Spouse’s name Spouse's social security number

Tax Return Infs ion — Tax Year Ending D (Enter year you are authorizing.)
Fnter whala dallare anlv an lines 1 throninh 5§




TO SEND THE FILE(S) TO SOMEONE ELSE:

1. Choose the Email with Citrix option.
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2. You will be given a screen to enter an email address, subject, and message to the recipient.
Press Send at the bottom of the screen.

Email with Citrix ShareFile

* Required
item
Recipients °
mbyrne@rbtcpas.com ’ Form 8879.pdf

Subject:

Message: (optional)
HiMichelle,

A copy of Form 8879 is securely attached to this email
message.

Have a great day,
Clark

Character limit: 3882




3. Below is a preview of what the email will look like when your recipient receives it.

® This message contains Citrix attachments

Form 8879
S| ]|]eee
mail@sf-notifications.com 2|
To Michelle Byre 411 PM
Retention Policy 120 Day Delete (4 months, Expires 9/21/2021
Michelle,

Clark Kent has sent you files.

A note from Clark :
Hi Michelle,

A copy of Form 8879 is securely attached to this email message.

Have a great day,
Clark

4. To quickly send multiple items by email, click on the check boxes next to the files you want
to send, then choose Share.
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5. Choose Email with Citrix and then follow the instructions from step 2 above.

Share items securely using our Copy and paste a link into your email
messaging system document, or chat message.



