Sending Files shipdocs
to Others

Click on the Send Files icon on the top left side of the screen

=

send files

Click on Send files to others

Send files to print shop /

_________________________________________________________________________________________________

Recipient details

(email addresses can be separated by a comma or a semi colon)

To

Select
contacts

_________________________________________________________________________________________________
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A) Type email address(es)
OR...

B) choose email addresses by clicking Select contacts

Recipient details
(email addresses can be separated by a comma or a semi colon)

personi@arc.com,person3@ishipdocs.com

O ® o

contacts
A) In Contacts window, check all desired recipient(s), then
B) click Select Contacts
2
O First name Last name Email Company name
¥4 Jon Paulson person3@arc.com ARC
Brian Idle user8@ishipdocs.com ishipdocs

Type the subject and message

Subject = Architectural Drawings - ACME Towers

Message | Hithere,

Attached are the files that are too large to send via email. Just click on the
link to download them.
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0 You can add files to your messages from your ishipdocs cloud storage

A) Click on Select folders/files from storage to the right of the message

B) Choose your files, and

C) Click Close

D) You will notice that you now have a box called Files from storage listing the
number of files you have chosen from storage

____________________________________________________________________________________________________

Files (Max 3 GB) Select folders/files from storage

"' Filename State Size Progress
Select
contacts
€ @9 Cloud Workspace(s) (O Document name Rev. Status
e My Work Space
& MY P v All.pdf Paulson person3@arc.com
e My Docume
o .-_ X Factor Cc 12.pdf Idle user8@ishipdocs.com
- @w ishipdocs Produ < 11 >
2 @®% Acme Towers All#abcdefjhijklmnopqrstuvwxyz [1-5 of 5]
i [ 4

Select Folder Clear Folder T

Files (Max 3 GB) Select folders/files from storage

Files from storage (5)

Filename State Size Progress
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You can also add files to your messages from your computer

A) Click on Select files from computer to the right of the message

B) A pop-up will appear allowing you to search your computer for files. You can
choose multiple files by holding down the Control key.

C) Once the files are chosen, click Open

D) Your files will now be listed

Files: 0 Uploaded: 0 KB
Select files from computer Clear
"™. ARC_Contact_List.pdf
% ARC_Contact_List.xls
"L Filetypel.pdf
B Filecontacts.xls

File name: | “ARC_Contact_List.pdf” “ARC_Contact_List.xlIs”

Open Cancel
Filename I State Size Progress
ARC_Contact_List.pdf Uploading 55.44 KB ®
ARC_Contact_List.xls Uploading 53.93 KB 3

Files: 0 Uploaded: 58.98 KB

Select files from computer Clear
Selected file size: 109.37 KB
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() When ready, click Submit to send files to others

FICEY(VE S Hel: )l Select folders/files from storage

i i Filename State Size Progress i

i i ARC_Contact_List.pdf Uploading  55.44 KB — 3 a i

x ARC_Contact_List.xls Uploading  53.93 KB — % |

tached | !
files x
X Files: 0 Uploaded: 58.98 KB [ |
"""""" i [ Select files from computer ] [ Clear ] i
i Selected file size: 109.37 KB !
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