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The ShareFile Outlook Plugin lets you insert, upload, send and request files directly from Microsoft Outlook without logging directly into ShareFile. The Outlook Plugin recognizes files exceeding Outlook’s 50 MB size limit, and automatically converts it to ShareFile so that you can easily send it without logging out of Outlook.

Request ShareFile Outlook Plugin in SRT:
· Go to the Software Request Tool (SRT).
· Click on Search/request installation of approved software and type in ShareFile.
· Click Search and select Citrix ShareFile Plugin for Microsoft Outlook. 
· [image: ]A workflow will be initiated for approval by your manager and ISSO. You can track the workflow status in SRT. The ShareFile Outlook Plugin should be visible in Outlook the day after the workflow approval process completes.
Verify Plugin Visible in Outlook:  Open Outlook to confirm you can see the ShareFile Plugin Options icon in the top ribbon.
Use ShareFile Outlook Plugin to Send a Large File from PC: 
· Click on New Email.
· Click on arrow beside Attach Files (located in top ribbon of email window) and select From PC.
· Select a file from your PC. (Can be a file from project file share, desktop, or etc.)
· Fill out the To and Subject fields in your Outlook message and click Send.
Use ShareFile Outlook Plugin to Send a File from ShareFile:
· Click on New Email.
· Click on arrow beside Attach Files (located in top ribbon of email window) and select From ShareFile.
· Select a file from any of your ShareFile folders. 
· Fill out the To and Subject fields in your Outlook message and click Send.
Request a File:  
· Click on New Email.
· Click on arrow beside Request Files.
· Click on Use Custom Settings.
· Review/update Notification and Upload Location settings.
· Fill out the To and Subject fields in your Outlook message and click Send.
Convert a File:  
· Click on New Email.
· Add a file to your email message. (Drag and drop a file from your desktop or other file location OR click on Insert, then Attach File from Outlook to add the file.)
· Click on Convert Attachments in the top ribbon in Outlook. (Ensure you have the Message tab open in Outlook to see Convert feature.)
· Fill out the To and Subject fields in your Outlook message and click Send. 

NOTE: The file is converted to a ShareFile attachment. The file will remain in your Outlook Outbox longer than normal because it must first be uploaded to ShareFile before being sent. This feature is only available on New Email messages. The file will appear under the Recent Files section on your ShareFile Dashboard.  

If you need further assistance with ShareFile, contact the ITSO ServiceDesk at 404-639-6000, or toll free at 1-888-647-3375, or by email at itsoservicedesk@cdc.gov.
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