
Advanced File management instructions.  
Log in to your user account (e.g. username: client, password: access) 
 
Uploading 
1. Click on the “Upload File” button. 
 

 
 
2. This will take you to the “Upload File” page.  
 

 
 
Click the “Upload” button (circled in red). 
3. A browser window will open  
 

 
 
4. Find the file you wish to upload, click on the file and then click “Open” 
5. The file will begin to upload. Upload time may vary depending on the size of the file. 
6. When the upload has completed this message will appear (circled in red). 



 

 
 
Please note: If you would like to upload multiple files at once, you must first create a 
folder on your computer that contains all the files you wish to upload. 
- Find the folder with the files you wish to upload and double click on the folder to view 
the files contained. 
- Click on the first file in the list, hold the “Shift” key on your keyboard then click on the 
last file in the list. 
- Now all of the files should be highlighted. Click “Open” and the files will begin to 
upload. 
 
Sending files 
1. Click on the “Your files” button. 
 

 
 
2. This will take you to a list of all files you have uploaded. 
 

 
 

3. To send files to your contact click on the “Share Link” button.  
 
4. This will take you to the “Share Link” page.  



 
 
5. Type the email address of the person you would like to send the file to in the “To” 
input field and click the “Send Link” button.  
6. When the file has been sent, this message will appear (circled in red).  
 

 
 

To download a file to your computer, click on the small disk button.   

To change the title of a file you have uploaded, click on the small pencil button  
 
Type in the new title and click the “Submit Changes” button. 
 


