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ShareFile Sync lets you automatically synchronize files and folders on your computer without having to log directly into ShareFile. ShareFile Sync includes a Dashboard that you access from your System Tray to view files that are currently syncing and files that have been synced.

Request ShareFile Sync in SRT:
· Go to the Software Request Tool (SRT).
· Click on Search/request installation of approved software. 
· Type ShareFile in the Product Name field and click Search.
· Select Citrix ShareFile Sync and follow the instructions to complete the software request. 
· A workflow will be initiated for approval by your manager and ISSO. You can track the workflow status in SRT. ShareFile Sync should be visible in your System Tray the day after the workflow approval process completes.
Verify ShareFile Sync has been Installed:  Click on Show Hidden Icons [image: ] in the System Tray and verify that you see the ShareFile Sync icon [image: ].
View ShareFile Sync Folders from ShareFile Dashboard:  To open the local syncing folder,
· Click the ShareFile icon in the System Tray.
OR
· Click the ShareFile link that was automatically added to your Windows Explorer Favorites (i.e., Go to File Explorer and click the ShareFile Sync icon [image: ]).
Add documents to ShareFile:
· Open a web browser and type https://sharefile.cdc.gov.
· Upload a document to your ShareFile Personal Folder.
· Click the ShareFile Sync icon from the System Tray to view the file.
Add documents to ShareFile on a Computer:  
· Go to File Explorer [image: ] and click on ShareFile. 
· Add a document to one of your ShareFile folders on your computer.
Delete a ShareFile document:
· Log into https://sharefile.cdc.gov. 
· Delete the file from your ShareFile Personal Folder.

For more information, see the ShareFile Sync for Windows User Guide. 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 e-mail at itsoservicedesk@cdc.gov.
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