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Please read the following instructions carefully before uploading

Naming Convention for Folder
How to Zip a Folder
How to Upload Files to a Request link

O w>

A. Naming Convention for Folder

1. Naming Convention for folder, keep folder name “Company Name followed by the Bid
Number”

Example: Houston-Galveston-Area-Council-SM10-20

Houston-Galv

eston-Area-C
ouncil-SM10-
20
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B. How to Zip a Folder

1. Select the folder you want to Zip.

2. Right-click on the folder then point to Send to and select Compressed (zipped) folder.

Open

Pin to Quick access

Share with

Restore previous yersions

Scan for Viruses...

Include in library

Pin to Start

Bluetooth device
| Compressed (zipped) folder
Desktop (create shortcut

~ Documents
Create shorteut
& Fax recipient
. . : Delete
Mail recipient
Rename

Properties

3. Anew zipped folder will appear, this Zip File can now be used for your upload.

Houston-Galy,

eston-Area-C

ouncil-SM10-
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C. How to Upload Files to a Request Link

1. Click the ShareFile URL in the email from the person requesting files.

2. Enter your Email, First Name, Last Name, and Company and Click Continue

To continue, please enter your
information below.

Email

First Name

Last Name

Company

[ ] Remember Me

™S

Your information will be used for internal tracking
purposes only. It will not be shared with third parties.
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3. Add files to the ShareFile in one of two ways:

a. Click Browse files and add files from your computer.
b. Select files from your computer and drag it to the “Drag files here” area

Drag files here

load X
5 » This PC » Desktop w © Search Desktop r
w folder =- 1 @
~ [0 Name Date modified T
- HGAC-work 3/23/2020 6:48 PM A
. Houston-Galveston-Area-Council-SM10-20 3/19/2020 2:15 PM H
1 | Houston-Galveston-Area-Council-SM10-20 3/24/2020 4:49 PM
o £ Microsoft Teams 3/17/2020 4:31 PM 9
’ T
~ < >
File name: Houston-Galveston-Area-Council-Sh ~ | All Files (*.*) v g
Browse files
o ]| o g




HGACBuy

THE SMART PURCHASING SOLUTION
4. Please upload only one folder per bid. Make sure all the files required for the bid are in

the zipped folder. Click Upload when ready.

o item  Clear All + Add more

x Houston-Galveston-Area-Council-SM10-20.zip 8.84 KB

@

5. Your files will be uploaded. Upload times can vary depending on speed of your internet
connection.

Houston-Galveston-Area-Council-SM10-20.zip 100% || X
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6. A message Uploaded will be displayed once your upload is complete.

Houston-Galveston-Area-Council-SM10-20.zip Uploaded 8.84 KB

AN

Drag files here

Browse files




