
  

Instructions for ShareFile Using Your Mobile 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1: Go to your email app and find the email from 
Michelle Gutierrez with the invite to ShareFile. 
 

 

 

 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2: Once you open the email it will show you a link to take 
you to ShareFile; click on “Go to Folder”. 

 

 

 

 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3: Enter in your first and last name and company 
optional. Press “Continue”. 

 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4: You will then need to create an account. Use email 
and a password to sign-up and press create. 

 

 

 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5: To verify your identity, it will ask for multi-factor authentication. 
It will ask if you want to use either the Authenticator app or use a 
phone number. Most conveniently, use your phone number. 

 
 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 6: Enter in your phone number and make sure “Text message 
(SMS)” is selected at the bottom, then press continue. 

 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 7: You will get a notification on you phone with a six-digit code that you will 
enter into websote. Once entered, press “Continue”. 

 

 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 8: Once you are verified it will take you to your folders tab with a folder 
named “From Accountant”. Click on that folder to see your important shared 
documents. 



  

Instructions for ShareFile Using the Web 

 

 

Step 1: Type in Michelle Gutierrez CPA in search bar and click 
on website. It will take you to home page where you will then 
click on “Secure Client Portal” in the menu. 

 



  

 

Step 2: Once on the next page there are three links to “Access 
ShareFile”, “ShareFile Instructions”, or “Send Files Without 
Logging in”. To login into ShareFile account click on “Access 
ShareFile” button. 

 



  

 

Step 3:  After clicking on “Access ShareFile” it will ask to you 
enter your email for the account. 



  

 

Step 4: After entering you remail, enter the password for that 
email account and click “Sign In”. 

 



  

 

Step 5: To verify your identity, you will need to enter a 6-digit 
code that was sent to your phone number displayed, and press 
“Sign In”. 

 



  

 

Step 6: After the sign-in steps it will take you to the ShareFile 
homepage. 



  

 

Step 7: In the top-center of the page there are options “Home”, 
“Folders”, and “Inbox”. Click on the middle one titled “Folders” 
to take you to folder view. 

 



  

 

Step 8: After clicking on the “Folders” tab, there will be a folder 
named “From Accountant”. If you click on that folder, it will 
take you to your important file documents. 


	Sharefile Using Mobile
	Sharefile Using Web

