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SHAREFILE INSTRUCTIONS
How to Open/Retrieve a File Emailed from Trout CPA Via ShareFile

1)  Click on “Download” or “Download Attachments” in the email.
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Test.docx 11.6 kB

Download Attachments

2) On the next screen, if an email is not already present, enter email address that the email above was sent to. If you do
not have a password or cannot remember your password, select “Forgot Password”. If you already have a password
associated with the email, enter the password and sign in. You may proceed to #11 if you are able to login into
Sharefile. Otherwise, follow the next steps to reset or set up password.

Email

Password

O Remember Me Forgot Password?
Privacy Polic

3) If you select “Forgot Password”, the next screen will prompt you to enter your email (or it will retain the email you
entered on the previous screen). Place a checkmark in the “I'm not a robot” box and then click “Send”

Enter your emai

™

raCAPTCHA

I'm not a robot
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4) You will then see this message. Then, please check your email, including your spam folder for a message from
“ShareFile Support” with the subject “Reset ShareFile Password.”

TJrout:
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i matches your
account's email address, you will receive an email
to finish resetting your password. Please check
your spam folder.

Back to Sign In

5) The email will have the following message. Click “Reset your password now” or copy and paste the URL.

A request has been made to reset your password. For security reasons, ShareFile does not
store and is not able to retrieve your existing password. Click the link below to set a new
password which will allow you to log in.

~ Reset your password now

Trouble with the above link? You can copy and paste the following URL into your web browser:
https://troutcpa.sharefile.com/?cm id=3ccbc5f3ffd5075a
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6) On the next screen, create a password meeting the requirements provided and confirm your password.

S
ShareFile

Reset your password for RS Trout CPA
(troutcpa.sharefile.com)

Passwords must meet the following requirements
atleast 1 upper case letter
at least 1 lower case letter
atleast 1 number
atleast 1 special characters
atleast 8 characters in length
Passwords should match

we'll also perform an additional strength check on save. ()

Password: [ show password
Confirm Password.
Reset Password
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7) You may see the following screen to set up or reset a password. (If you do not get this screen, skip to #10). Enter a
phone number (cell phone or regular phone and select Text (SMS) if a cell phone or voice call for either.) Then click
“Send Code.”

Phone number required

Country:

United States v

Phone Mumber: *

8) You will receive a call or text with a code, depending on what you select. Enter the code you received on the next
screen.

Jrout:

Enter your verification code

Enter Code

Didn't receive a code?

9) On the next page, there will be Terms & Conditions, select “Agree and Continue.”
10) If your selected password meets the requirements and it does not prompt you to enter a phone number to get a code,

you will get this message. Click, “Back to Sign in” where you will be directed to ShareFile and should see the files
shared with you.

Y]
ShareFile

Your account password has been reset.

Back to Sign In

11) Click on the file that was sent via ShareFile. Then select “Download.”
12) Open or Save File to your desired location and then click “ok.”
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