Sharefile End User Instructions

When a user clicks on the link to upload a document they will see the following screen after clicking on

the link.

Each user will be prompted to enter the following information.
Email

First Name

Last Name

Company

You will see a screen like the one shown below.

0O & marylandhealthconnection.sharefile.com/share/getinfo/rc3701c7¢73374d36a5b357d43d89d95b

% Bookmarks MHBE Service Desk.. 3¢ Work ltems @) Resources - Admin SolarWinds Orion @ Adobe Worldwide L. [8 My Accountlog In.. [ COW:logOntoM.. ) ePolicy Orchestrato.. [ Endpoint Encryptio.

”hcahh

¥

MHBE Servi

First Name
Last Name

Company

Page | 1 Sharefile Document Configuation Instructions Rev 1.0 July 8, 2021



Please note — All the fields are requested

na E,-‘:-_:' 1C §§health tion

Sample Completed Information.

narylant %{health y

To continue, please enter your
information below.

Email

0 This field is required.

First Name

0 This field is required.

Last Name

0 This field is required.

Company

(] Remember M

3

You will see a screen like the one shown below.

To continue, please enter your
information below.

Email
junaidjalaluddin2@maryland.gov
First Name
Junaid
Last Name

Jalaluddin

Company

MHBE|

[_] Remember Me
Continue u :
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File Request from Junaid Jalaluddin at Maryland Health Benefit Exchange

Drag files here

Browse files

Follow the instructions as shown on how to upload.

& C 1 & manlandhealthconnection.sharefile.com/share/upload/fa2232586fbiAffe

il Apps H Bookmarks () MHBEService Desk.. 34 Workltems @ Resources-Admin.. [ SolarWinds Orion @ Adobe Worldwide L. [#] My Account log In.. [ COW:logOntoM.. '@ ePolicy Orchestrato...

renencpeath,,

B Endpoint Encryptio...

@ M+

File Request from Junaid Jalaluddin at Maryland Health Benefit Exchange

item  Clear Al +Add more
o

X AnyConnect Licensing.pdf 173.0LKB

Once a document is added, Click on the “Upload” Icon.
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Once completed the file will show “Uploaded” when completed.

You will see a screen like the one shown below.

File Request from Junaid Jalaluddin at Maryland Health Benefit Exchange

AnyConnect Licensing.pdf Uploaded 173.01KB

Drag files here

Browse files

marylar \=(hea|th .

File Request from Junaid Jalaluddin at Maryland Health Benefit Exchange

Drag files here

Browse files

Click on Browse Files
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You will see a screen like the one shown below.

) | — An g a ¥ WS = (== = =l Al T FANFCN
Open >
€ op L

4 Bl » ThisPC » Desktop v S Search Desktop
Organize « MNew folder = ~ [TH 0 |
Secure Zip & Q
System32 BHN
[ This PC k F F
- _J 3D Objects = F . F -
I Desktop Duc Enrollment  MDH VPN Users  MHBE Machines Sailpoint Solarwinds SP Clean Up Stakeholder
Spreadsheets Password Report Testing
@ Documents Documenation
‘ Downloads = v
J‘! Music N g iy
&=/ Pictures :
B v al N -
‘am Local Disk (C:) Test VPN Entitlemnent VPM Users 2016 Remote 2020-06-01 - 2020-09-28 2020-09-28.jpeg
Review Desktop Cal.pdf  MHBE-TERMSRV. mac.jpg
= Home (H:) png
=% Shared ()
home (\interna
* - | Al | Al
File name: | v| | A Fites ¢ v

Browse to the location that has the file.
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Browse to the location that has the file. Click on “Open” when you have the file selected.

Drag files here

files

Dragmresnere

You will see a screen like the one shown below.

€ c O

i Apps H Bookmarks

@ marylandhealthconnection.sharefile.com/share/upload/fa2232586fbfdffe

(@) MHBE Service Desk.. 34 Workltems @ Resources - Admin.. |3 SolarWinds Grion @ Adobe WerldwideL.. [ My Account Log In.. [ COW:Llog OntoM.. '@ ePolicy Orchestrato...

Sreatty,

I Endpoint Encryptio..

u L " PO T EE e Y W P | ormna v
0 S
€ Open K| 2021V x| @ Maylar x | @ MHBES X | @ SailPoir %
4 Wl > ThisPC > Desktop v o O Search Desktop
Organize ~  New folder - m @ LogIn.. BB CDOW:logOntoM.. '@ ePolicy Orchestrate.. [ Endpoint En
SecureZip % Laptops- T LeeAnnApplelD  LeeAnn Phone mac Maryland Health  Maryland Office Maximus -
System32 Operstions.txt  Recovery.pef ipe - credentials.bit enefit 365 Usersitxt
RITMO138454,peff Bxchangepdf  Deploymentxisc
~ [ ThisPC
= B30 Objects
I Desktop
Documents 1 34
& Downloads MDH - EDD MDH-LHD&xt  MDHBEX-04126  MDHBEX-041261  MHBEDCO3b¢  mhbelogojpg  mhbe logo.PNG aryland Health Benefit Exchange
" Inmate AgileBlue_Agent_ gt
& Music Project et Install_Log.tet
[&] Pictures
& Vides 3 ; B [
i, Local Disk (C3) 3 . m d, Uploaded  173.01KB
=% Home (H) PDF
% Shared (@) MHBE SecureCRT | mhbe sw02 MHBEscr  MHBE Slidel PG MHBEVPN.CE.  MHBEVPN.CE.  Microsoft Teams
% home hintems 2021.pdf login.txt Worker Portal.cs  Worker_Portalbt
v v ~
File name: [ MHBE SecureCRT 2021.pdf | [ancies ¢ v

File Request from Junaid Jalaluddin at Maryland Health Benefit Exchange

AnyConnect Licensing.pdf

o item

X MHBE SecureCRT 2021 pdf

Uploaded 173.01 KB

103.35KB

Upload

Click on upload.
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You will see a screen like the one shown below.

AnyConnect Licensing.pdf

MHBE SecureCRT 2021pdf

Pause Cancel

File Request from Junaid Jalaluddin at Maryland Health Benefit Exchange

Uploaded 173.01KB

X

The folder will show the file shown that has been uploaded.

F~ Bid Received . mereoptons

3 Items in this Folder &2 People on this Folder

Name &

r_ Corticon Maintenance Renewal - BPM024481

¢ [T oracle Java SE Subscription - BPM024551

Page | 7

Sharefile Document Configuation Instructions Rev 1.0

Creator

Email me when a file is: [l Downloaded from this folder [B Uploaded to this folde

July 8, 2021



You will see a screen like the one shown below.

ediu |

[~ Corticon Maintenance Renewal - BPM024481 More Options

& ltems in this Folder &' People on this Folder o

() Name & Size Uploade:

O « AnyConnect Licensing.pdf
() MHBE SecureCRT 2021.pdf

ploaded to th

Email me when a file is: [l Downloaded from this folder [l Uploaded to this folder
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