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ShareFile User Guide

ShareFile is a way for us to securely share information with each other. We hope

these step-by-step instructions help you feel more comfortable with this tool. If

you run into any issues or have any questions, please do not hesitate to call us at
(415) 472-7300.
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How do | log in to ShareFile?

1. Go to spectrumfinancialmgmt.sharefile.com in your web
browser

a. We recommend bookmarking this web page for
easy access

b. Press Ctrl + D to add to Bookmarks

2. Enter your username and password

a. Your username is the email address you used to
set up your account

b. If you cannot remember your password, call our
office and we will send you a password reset link

@ S ShareFile Login

@ Getting Started ShareFile Login

®

& @] O E] 5= https;//spectrumfinancialmgmt.sharefile.com/Authentication/Login * Q =

-~ SPECTRUM FINANCIAL MANAGEMENT

O Remember Me Forgot Password?

L ~ — O *

D Other Bookmarks

» Investment Servicer » Finavcial Plenning « Tiee Services

Privacy Policy



https://spectrumfinancialmgmt.sharefile.com/

How do | access shared documents?

1. Select Folders from the menu on the left side of your screen
and select Shared Folders

2. Select a folder to view documents and subfolders

Dashboard

—_— r_—, Folders

—» @ Shared Folders

Favorites

Workflows
Inbox

Personal Settings

— SPECTRUM FINANCIAL MANAGEMENT

* lnvestrent Services * Financial Planning * Tax Services

™ Folders

i F'_ Sample

%ECTRUM FINANCIAL
o Investrent Servicei s Financial Plannin

Dashboard

D Folders

8 shared Folders

Favorites

Workflows >

Inbox >

Personal Settings

[~ Sample -

More Options

Investment Reports

Q
Size Uploaded
0B 11/8/22
0B 11/8/22
0B 11/8/22

Dashboard

r__l Folders

[(® Shared Folders

Folders > Sample » Tax

r_ Tax =++ More Options

a. To navigate back to
previous folders, select
the name of the folder
from the navigation bar



How do | upload a file”?

1. Navigate to the folder where you’d like to upload a file (see steps 1-2 on page 4)

Folders > Sample *> Tax

m Tax -
o 2. Click the + button on the right side of your screen

This folder is empty

O

Folders > Sample > Tax
[~ Tax -

2 upoad  —F—— 3. Select Upload from the drop-down menu

(3 create Folder

This folder is empty , Create Note

C

Create URL




Upload to "Tax"

i. Select Browse files to access

files saved on your computer Drag files here

> Browse files

3. To upload the document(s) from your computer:

a. Drag and drop the file into ShareFile OR b. Browse your computer to select a file

2 S ShareFile - Where Companies ( X + ~ = O e

133% 97 ® =

(3 Other Bookmarks

« (&} O B8 = https:/fspectrumfinancialmgmt.sharefile.com/hom

@ Getting Started S ShareFile Legin

A
ii. Select the file(s) that you would like to upload and click Open

Document X

in the bottom right

B
oI P
TN
e[ Move | st @ File Upload X
+ » ThisPC » Desktop » Documents v O 2 Search Documents
[
Organize v New folder ==~ [ o
Document Z s
Name Type Size
7 Quick access
Document X Adobe Acrobat D... LS 2
& OneDrive Document ¥ Adobe Acrobat D... 4138 KB
A Acr 38K
& OneDrive Document Z Adobe Acrobat D... 4138 KB
[ This PC
¥ Network
Browse files
File name: | Document X All Files ~
(




4. Once all files are selected, click Upload in the bottom left of 5. The upload is complete once the upload bar reaches 100%
your screen and there is a time indicated under the Uploaded column

Upload to "Tax" X Flders > Sampe > T
™ Tax -

eitem Clear All + Add more
x 8 Document X pdf 406MB  Edit
J Name a Size Uploaded Creator
x I8 Document Y.pdf 404MB  Edit
O Document X.pdf
X Document Z.pdf 404MB  Edit

O Document Y.pdf

OdJ Document Z.pdf

©
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How do | upload a picture from my phone or tablet?

1. Download the Citrix Files app < Search

S

Citrix Files
Citrix Systems, Inc.

E2

153 R. 5S AGE CA RY DEV
3.3 4+ [ ]]
% % K Yy Ve Years Old Business Citrix S
What's New Version History
Version 22.9.0 1mo ago

Bug fixes and quality improvements

Preview
4:49 Tu 4:51
X3 selected |'_(_,) X Share
Sort: A-Z View: §=
=
2J FileBox

r— Accounting
0 139.0MB

r‘— Customer archive
0 203.3MB

Email wi

Customer Presentations St S

of ¢ i
email app.

B 4 S <

Today Games Apps Arcade




2. Log in to your ShareFile account on the Citrix Files app

b. Enter “spectrumfinancialmgmt” c. Enter your username and
a. Select Add an Account P . 9 y
as the subdomain password
< Add an Account < Add an Account

Citrix Files

S S
Sharefile ShareFile

Enter your account's subdomain to continue. For example, if
your account's URL is "mycompany.sharefile.com”, you

would enter "mycompany". -
Email

spectrumfinancialmgmt
Add an Account Password

Don't know your account's subdomain?

Forgot Password?

Sign in with Citrix Workspace Sign in to a different account
Privacy Policy Privacy Policy

cifrix citrix. Citrix.




®
2
N
<
=
I

3. Select your folder to view and access subfolders 4. Select the + in the bottom right of your screen

a. Select the subfolder where you’d like to upload a file

-

< Folders Q_ Select < Sample Q  Select
This folder is empty.
Sort: A-Z View: 8= Sort: A-Z View: 8= i
Sample Investment Reports
—> “es -

B .. - 5. Select Upload Photo or Video

r Permanent B Upload Photo or Video

r_ Tax D Create Folder

D Create Note 6

N~—_—"

@J Record Audio

IO copy

6. Take a photo of your document or upload a photo of it from your
camera roll and select Next

Q Tips for taking a photo of your document:
© + Lay the document flat
* Make sure the document is well lit and avoid shadows
a » Tap your screen to focus on the document
« Confirm the entire document is captured in the photo (retake
from a higher angle if necessary)

10



< Upload Cancel

Name: Tax document 2022 +—
Details:
Destination: Tax Edit

Upload

7. Enter a name for your document

8. Select Upload to finish

11



How do | scan a document with my phone or
tablet and upload to ShareFile?

(directions are specific to iPhone and iPad capabilities)

1. Complete Steps 1 - 2 from “How do | upload a picture from my phone?” (page 8 - 9)

3. Open the Notes application on your device 4. Select the pen and paper icon on the bottom right of your screen to
create a new note

12



5. Select the camera icon located above the keyboard

A 'S D F GH J K L
4 Z X C VB NM &

123 space return

9

13

6. Select Scan Documents from the pop-up menu

Choose Photo or Video

Take Photo or Video

» Scan Documents 0O
Scan Text =
B A 9 ®
I Yea Okay
QWERTY U I O°FP

A S D F GH J K L
4 Z X CVBNM K

123 space return

d




Cancel
7. Hover your device over the document as if you were taking a photo

a. The yellow frame indicates the portion being scanned (be sure your
entire document is within the yellow frame)

State Income Tax Withholding Information
for Individual Retirement Accounts

b. To capture the scan:
I Hold your phone in the scanning position for 3 seconds

or

ii.  Tap the white circle at the bottom of your screen

If your document has multiple pages, continue to scan each page one at

a t|me bt e =5 g%g
i.  When you finish scanning a page, it will automatically save and
collect at the bottom left of your screen

ii. The number of pages scanned and saved are indicated at the
bottom right of your screen

14




8. Once you’ve scanned all the pages in your document, select
Save at the bottom right of your screen

Cancel

State Income Tax Withholding Information
for Individual Retirement Accounts

Your withhoiding options are:
5

1 you have federal income tax wiheld, Schwab 4 required 15
withhold state income tax..

your state's wiholding requrements; otherwise Schuab wil
‘automaticaly apply your state’s sppiicable withhoidng
requrements.

1 you have federal income tax wilhheld, Schwab i required fo
v

have state income tax wihheld.
You may provde a percentage amount equs 1o or greater than

There i no mandatory tax rate since
automaiicady apply your state’s appicabie withoidng these states are voluntary withholding
requrements. . | states.

"Schwab wi

| State ncome tax withhiding s not
avaiable.

istributions. Uniess you make 8 vuid opt-out escton. the
appicable sate tax rate wil be withheld

10 opt out oftax withholding, you must submit 8 state
withhoiding certicate.

“State income tax withholding i not avallabe. Schwab wil nol
withhoid sate income tax even Ifyou elect fo wihhold state
Income tax.

In some cases,
Preas

o Mchigm govares.
02020 Charien Scimab & Co. I ANl ihts eserved. Member S9C.
(CCANREIS DA20-06TE) REGHIST-A1
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9. Your scanned pages will combine into one document

< My Notes D)

State Income Tax Withholding Information
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10. Touch and hold the saved scan to bring up a menu

and select Share

et State Income Tax Withholding Information
for Individual Retirement Accounts

......................

E7E
BeE

Copy 5
> Share M
Rename ]
Small Images (o)

Delete
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11. Select the Citrix ShareFile icon from the row of applications
(you may have to scroll to the right until you see the application)

’—

State Income Tax Withholding Info... X

pdf
PDF Document

®) (\d

AirDrop Messages

Copy

Markup
Print

Save to Files




12. You will automatically be taken to the Citrix ShareFile app 13. Tap the paper icon at the top left of your screen and select Exit

state income tax
withholding inform... e ] E

si:ate income tax

viithholding inform...

State Income Tax Withholding Information
for Individual Retirement Accounts Information
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Upload Cancel

Name: State income tax withholding inform... < 14. Enter a name for your document

Details:

Seeoaiteny i @) 15. Choose the folder where you’d like to upload your document (if the correct folder is already
selected, move on to the next step)

a. Select Edit

b. Select the back arrow on the top left of your screen to navigate out of the current folder and
view other folders

c. Select the folder you'd like to upload to and tap Select on the top right of your screen

ncel Choose Destination Select
Cancel Choose Destination Select
< < Sample
& Tax
rL Investment Reports
This folder is empty.
rl— Permanen t
r— Ta

16. Select Upload to finish

18
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