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Logging in to appfiles
After training, you should have received an email to your personal email address that contains your login information for appFiles.
Included is a 6 character password and a link directly to your appFiles office.
You can click on that link to go directly to your login page or open a browser on your computer like Mozilla Firefox or Internet Explorer.
* Please note that appFiles does not support Google Chrome, while you may still use it all features may    not function perfectly.
If you clicked on the link in your email 
You will see a file in a cloud on the screen and in the middle it will ask for your email address and password. 
To Login from a Browser 
In your browser window in the address bar type in: www.appFiles.com or http://login.appfiles.com
* Careful there is no www in the second address.
If you use address www.appFiles.com 
Look to the top right of the window once the web page opens.
1.) Left click on the blue text appFiles Login.
2.) This will take you to the login screen
If you use the address http://login.appfiles.com
The page will open to a file in a cloud . 
 Enter your email address in the first box where you received your login credentials.
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If this is your first time logging in to appFiles enter the 6 character password that your received via email. We will help you change your password shortly. 
If you have logged in to appFiles before, go ahead and use your current password. 
If you forget your password: 
Click on the blue link, "I forgot my password." to recover your password. It will be emailed to your personal email address. 
Remember Me: 
You may check the check box next to "Remember me for 30 days." if you want the computer to remember you so you do not have to login each time you visit your appFiles

*Please note: You will not want to check this box on a public or shared computer. Only use this setting when working on a personal computer, laptop, or device you own.

Left click the green "Login" button and you will be logged in to your account and taken to your appFiles home page.
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10.)The last thing I am going to do is click the green "Create appFile" button at the bottom. As you can see it looks just like a manila folder and on the top left is the file name and file type.
				Home Screen Layout of an appfile
Now let's go over the new a pp File home screen.
11.)Across the center top are buttons to navigate through the file including:
a.	Home
b.	Activity Log
C.           File Info
d.	File Contents
e.	Tasks
f.	Appointments
12.)The left hand column includes the File Contents which has links to:
a.	Add a Form
b.	Upload Files
C.           Upload Photos
d.	Scan a Document
e.	Create a Task
f.	Create a Note
g.	Add a Checklist
h.	Link an appFile
i.	Add a Web Link.
13.) Documents and other uploaded files and forms that are added to the file will also be listed on the lower left side column.
14.)ln the middle of the file, you will see:
a.	File name
b.	File type
c.	Descriptive data
d.	Who created the file
e.	If you have added photos to the file you will see a slideshow of the thumbnails here too.
15.)The next section in the middle contains the File Access which includes:
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a.	Who the file is assigned to
b.	Who can see it or has access
c.	What tag words are added to the file
d.	And this appFile's unique File Mailbox.

16.) If there are any Tasks to be completed, they will display next in the middle.

17.)The Recent Activity will be displayed.

18.)On the top right column you will see appFile Actions where you can:
a.	Create a Document Pack
b.	Create a Signature Envelope
c.	Compose an Email
d.	Send a Message
e.	Copy this appFile
f.	Change File Mailbox
g.	Archive appFile
h.	Delete appFile.

19.) Next on the right column you will see a box if this appFile is linked to another appFile.

20.)Once you have added File Info each Info Section will display in a box on the lower right column.

21.)Finally, on the bottom right column when Web Links are added to the appFile, they will display last.
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Uploading Documents to an appFile

The First Method to Upload Documents from Your Home Screen 
Once you login to your home screen, come to the top left column under the header "Your Actions".
1.) Left click on the link "Upload Files".

2.) A new window will open, browse and select the photos you want to upload from your computer.


3.) Select multiple documents by holding down the ctrl key and left clicking each file.

4.) In the box beneath "Upload to appFile" start typing the name of the file you wish the photos to be added to. It will begin to autofill the file name, just left click to select from the list.


5.)  Click the green "Begin Upload" button at the bottom center of the window.
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The Second Method to Upload Documents is from Within an appFile 
Enter the appFile that you wish to add pictures to.

1.) Left click on the link "Upload Documents".

2.) A new window will open, browse and select the documents you want to upload from your computer.


3.) Select multiple documents by holding down the ctrl key and left clicking each file.

4.) Left click the green "Begin Upload" button on the bottom center of the screen. The system will now upload your documents and place them on the left hand column of your file.
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            10 easy Steps to get Started
1. Get Logged in. 						

· Option 1: Check your email for your Welcome Email that contains your link to the login screen. It also has your temporary password Option
· 2: Open your browser (Internet Explorer or Mozilla Firefox on a PC, Mozilla Firefox on your MAC computer). Do a Google search for appFiles to get to www.appFiles.com. and click the login link on the first page to get to the login screen. 
· Use your email address and the password sent to you in your welcome message. 
· Remember that you can check "Keep me logged in for 30 days" to keep your session alive on that computer.
2. Customize your personal settings.
· Click on settings at the top left part if your home page.
· Upload photo: Select the Image your colleagues will see when they use appFiles.
· Display name: Your name is used internally in the system and also as your identity when you send emails.
· Email Address: Used to login, also this is the address where appFiles will send notifications and alerts. 
· Password: Change your.password to the one easier to remember. !Email Signature: Make communications sent on your behalf from appFiles look exactly like your normal emails.
3. Create an appFile.
· Click on "New appFile" (right under your photo). Give your file a name. 
· Select your File Type. 
· Fill in additional information (if available). 
· Click on create appFile.
4. Add file info.
· Click on the "File Info" button (at the top of your file). 
· Select the kind of information you want to add - Contact info, etc; Click on the "Create Section" button. 
· Fill in your data; it will be saved automatically as you type it. Click on the "appFile Overview" button at the top when done.
5. Add a form.
· Click on "Add a form" at the top part of the left sidebar.
· Select the forms (or Package) to add to Selected Forms box 
· Add forms to the appFile as a single Merged Form (be sure to rename the merged form) or individually 
· Remember, you can import your data from another form or from the file info by clicking the link at the top of your form.
· Create a signature request (a test) and send it to yourself to test all the features of the electronic signature.
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6. Add a document.
· You can add content to your file in many ways:
· Click on "Upload Files" on the sidebar and browse your local drive for .pdf or .doc documents to upload.
· Click on "Scan a Document" on the sidebar and scan directly from your desktop scanner.
· Email the document to your appFile's unique email address.
· Create a Document Pack that is a combination of documents you want to send that has a header and footer on every page.
· Try Upload or Forward a large document (consisting of many individual documents) so you can test the document editing features.
7. Upload photos.
· Click on "Upload Photos" 
· Browse your local drive for images to upload.
· Remember, you can select multiple photos at the same time!
· You can create a photo album to further organize and share your images.
8. Create a task.
· Click on "Create a Task" on the sidebar.
· Give your task a name and description.
· Assign the task to the appropriate person. Add reminders at the bottom of the dialog.
· Click on "Crea·te task" to complete the process.
9. Add Updates -and Emails.
· You can add entries to the activity feed of your appFile in 2 ways:
· Sending or copying.an email to your appFile's unique email address. Typing your update in the "New Update" box.
10. Change your File Type.
· Click on the link Change File Type/Name under appFiles Actions on the top right of the home page of the appFile.
· On the Dialog that appears, select the appropriate File Type to change.
· Click "Save changes" to complete the process.


We'd love to hear from you! 
[bookmark: _GoBack]		Call 1800-276-9235 with any questions, comments or ideas.
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