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Citrix ShareFile Client Portal Cheat Sheet 

1. You will receive an email from ‘mail@sf-notifications.com’ once we have setup your ShareFile Portal. 

a. You will click where indicated to activate your account and view this folder. 

 

2. Your browser will open, and you will confirm your information (First Name, Last Name) as directed.  

a. Then select “Continue.”  
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3. Create a password for your account. 

a. Select “Save and Sign In.”  

 

4. Your Account Portal Page will now open.  You will see two (2) folders. 

a. Document Vault – Where we at Shenkman Law put your estate planning documents for you to view. 

b. Transfer File – Where you can upload documents securely for us to view. 

i. You can also share your login information with others if you want them to view your portal (ie. 

your accountant, a family member, etc.), but that is entirely up to your discretion. 
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5. When you open the “Document Vault” you will see a list of your files which you may open and view at any time. 

a. Select any document you would like to open and view. 

 

 

6. Once the Document is open, you will have the option to Download, Email document securely with Citrix 

(ShareFile), Get A Link,  Copy, Add Note.  
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7. Select ‘Transfer File’ Folder to upload documents from your computer for us to view. 

a. You can either select ‘Browse Files’ to locate the file(s) on your computer you would like to upload, or you 

can simply drag them from the folder on your computer onto the screen. 

 

8. Once document finishes uploading you are free to view it by clicking on it. 

 

 



5 
Z:\In ProgressZ\Administrative\Cheat Sheets\ShareFile\ShareFile Client Portal Cheat Sheet-Feb 23 2024.docx 

 

 

9. Again, once open you will have the option to Download, Email it securely to whomever you want, Get a Link, Edit, 

Delete, Copy, Add Note.  

 

Going forward when you want to access your ShareFile Portal Account, use the following link: 

https://shenkmanlaw.sharefile.com/  

10. If you wish for additional individuals, such as your children, powerholders (executors, trustees, etc.), or other 

members of your professional team (accountants, financial advisors, etc.) to have access to the documents held 

in your client portal, you can provide them with your login name and password, and they can access the 

documents through your login. Alternatively, if you prefer that the individuals you wish to provide access to have 

their own login credentials, we can provide access to the portal to each individual you request. Please let us know 

whom you would like added, their full name and email address, in writing (email is fine). If you have any questions 

or if there is anything we can do to assist, let us know. 

 

 

  

https://shenkmanlaw.sharefile.com/
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Resetting your ShareFile Password 

 

 

1. Choose the “Forgot Password?” option and follow the prompt to enter your email and click “I’m not a robot” so 

the green check comes up, then press Send. 
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2.  Check your email inbox, select the password reset email. 

 

 

3. Type in your new password and then type it in again to confirm. 
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4. Your password is now reset.  You can proceed to the Sign In screen and sign into your account. 

 

 

 

 

 

 

 

 

  


