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ADMIN AND YEARBOOK EXPORTS
WEB DELIVERY

New option when selecting Yearbook CD or Admin CD: Delivery Method. Only one Delivery Method is allowed per order.

The First Name, Last Name, & Studio Email Address in this dialog will be used to create the ShareFile account.

We recommend using or setting up a specific email address to be used for username and web delivery email notifications.
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ADMIN AND YEARBOOK EXPORTS
WEB DELIVERY

After the lab order is billed, during the post ship processing, the export file will be uploaded to ShareFile and an account will be 
created using the Studio Email.

ShareFile will then send an email to the email address filled in as the Studio Email Address.

This is a sample of the email sent to the Studio Email Address:

Pro Photo Files is H&H’s Web Delivery service.

First Name from the Web Order dialog

Studio Name 
from hhschools

Order Number, School Name & Export Type are included.

First and Last 
Names from the 
Web Order dialog
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Page 1 of 2 to activate the ShareFile account. Page 2 of activating the account.

Password setup for account.
After filling in the password information click Save and Sign In.
The account is now activated with the Studio Email Address from 
the Web Order dialog and the password set up on this ShareFile 
page.

First & Last Name have been filled in from the Web Order 
dialog. The studio is allowed to change the first & last name 
information.
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After clicking Save and Sign in you will be automatically signed in and taken to a webpage displaying a folder that is named using 
the school name from the Web Order dialog.

School Name from the Web Order dialog

Click on the folder to view its contents.

Inside the folder is a zip file with the export that was ordered.
Click the zip file to view sending options.

Ordered export zip file
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Clicking the zip file opens this window.
Click the download button to directly download the export.
Click “Email With Citrix…” to share the export directly with the school.

Click to download the export zip file

Click to share the export zip file with the school
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When “Email With Citrix…” is clicked this web page opens for the studio to enter the email address of the school to whom they 
want to send the export.

Click to select these options:
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This is an example of the email sent to the school from the studio using ShareFile.
The school will initiate the download using the green Download button.

After clicking the green download 
button in the email this page is 
displayed allowing the school to 
download the export file.


