Instruction ShareFile
Cloud for Extern user

DeNederlandscheBank

EUROSYSTEEM

contents

1 Login

2 Files

3 Navigation

4 Change mobile number
5 Notifications

6 Common Issue

/ Contact

vV VvV VvV VYV VYV




1 Login .
11 Activate your account ] Logln

1.2 Personal settings
1.3 Log in again . . .
Only registered members have access to the tool. Registration requests can be sent to your DNB contact.
2 Files Once you are a registered member of the tool.
2.1 Upload
2.2 Download Once your rights have been set, you will receive an email. If you are unable to log in, you can request a
23 Delete password reset using a link in the email. You can log in with the URL

94 Esueriiee https://denederlandschebank.sharefile.eu.

2.5 Notes

3 Navigation asssgediniiiany 1.1 Activate your account

4 Change mobile number I've added you to my ShareFile account! o )
- Open the email with the title:

5 Notifications kind Regards Activate Account
51 Download gz > Click the Activate Account
5.2 Share a file

53 Req uest files to be u ploaded Activating your account will allow you to create your password

5.4 Inbox
Usarname
6 Common Issue e e am
7 Contact ShareFile URL

hitps./idnbtest sharefile euw

Activate Accounl
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1 Login

DeNederlandscheBank

EUROSYSTEEM

@

Welcome! Please confirm your personal information.

First Name: *

Jeng|

Last Name: *

Kuiptester

Company:

DNBTest

Country: * Phone Number: * @

| United States v || +1 |

» ® Text (SM8) O Voice Call

DeNederlandscheBank

EUROSYSTEEM

®

Enter your verification code *

Enter Code

Didn't receive a code?

I

Step1

- Select the Country

- Enter your mobile number

- By default, Text (SMS) is checked.

> When SMS doesn't work, use Voice Message
> Click Continue

If the activation link has expired, a screen will appear
with a Request New Activation Link

Click on the link and you will receive another email
with an activation link

Step 2

- With Text you will receive (SMS)
(tel: +44 7873 077777) a 5-digit code per SMS

- With Voice message, you will be called
(tel: +1 (714) 707-3260) and you will receive a
spoken code

- Enter the code

> Click the Verify button
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1 Login

DeNederlandscheBank

EUROSYSTEEM

@

Your username i jennykuiper10@gmail.com.
Please create a password.

he following requirements:

at least 1 lower case letter

at least 1 number

at least 1special characters

at least 14 characters in length
Passwords should match

We'll also perform an additional strength check on ®
sssss

Password:

Confirm Password:

|

DeNederlandscheBank

EUROSYSTEEM

Welcomel

Enter your detals to sign in to ShareFile

Continua

DeNederlandscheBank

EWRDSYSTEEM

Welcome!

Step 3

- Enter a password of at least 14 positions long
(write this down in notepad first and check
whether it meets the requirements!)

- Confirm this and save the password

> Click Save & Login

After completing steps 1, 2 or 3, the next Login screen
will be displayed.

ShareFile Cloud opens with the Login screen

- Enter your email address

Click Remember me and the email address will
be filled in by default when you log in

Click Continue

A next screen displays

Enter your password

Click Sign in

N
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Login

DeNederlandscheBank

EUROSYSTEEM
How would you like to verify this device? Standard data fees
and text messaging rates may apply.
Text Message

Voice Call

Authenticator App

( Back to Sign In )

DeNederlandscheBank

EUROSYSTEEM

Enter the code that was sent to your device.

Verification Code *

» B 1 trust thi . Use another verification method
rus’ 1S computer

DeNederlandscheBank

EUROQSYSTEEM

Enter the code that was sent to your device.

Verification Code *

n F— " Use another verification method
rust this computer

Verification step follows, select one of
3 choices:

Choice Text Message

- Text message: you will receive an SMS with
a verification code (5 digits) on your mobile,
enter it

- The checkbox next to | trust this computer is
checked. If you log in again to the same browser,
you do not have to enter a verification code again.

> Click the Verify button

NB. After 41 days the application asks for a new
password.

Choice Voice message

- You will be called and receive a spoken
verification code (s digits), enter it

> Click Verify
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1 Login

DeNederlandscheBank

EUROSYSTEEM

Enter the code from your authenticator app.

Verification Code *

| trust this computer

Don't have an authenticator app? You can set one up in your
security settings.
In the meantime, use another verification method

Back to Sign In

DeNederlandscheBank
FUROSYSTEEM

Dashboard rL Folders
[ Folders v —
G@ Shared Folders B Ae
Favorites [ e Demomap
: P Testmap
Workflows >
Inbox >

Personal Settings

g
)
1

Choice Authenticator app
You will receive a code in the Microsoft
Authenticator app if it is installed.

- Enter the received verification code
> Click Verify

You are logged in and will go directly to
Shared folders




1 Login .
11 Activate your account -l Logln
1.2 Personal settings
1.3 Log in again

, Time and Date 1.2 Personal settings
2 Files You can change the date and time to the correct
21 Upload Time Zone:* time zone, the date and time will then be displayed
2.2 Download {UTC +01.00) Central Eurcpe Time v @ correctly behind files.
2.3 Delete R T . . .
24 Eavorites sttt - Click on Personal Settings > Edit Profile at
' Cbserve Daylight Saving Time (European Union) R the bottom |eft
2.5 Notes
. . Date format: = . . .
3 Navigation e A page with your profile will appear.
day/monthfyear A .
4 Change mobile number Go downstairs.
> ) Time format: *
5 Notifications B beron i wilb AR v - Change Time Zone, Daylight Savings Time
51 Download and Time Format
5.2 Share afile - You can also change the Date format
5.3 Request files to be uploaded
54 Inbox . .
[— Log o ne
6 Common Issue DeNederlandscheBank Log in with the URL: https://denederlandschebank.
7 Contact S sharefile.eu. You will immediately arrive at the
De Nederlandsche Bank N.V. Sign In Slgn-ln screen.

ShareFile is a safe, secure method for sharing files. To Email *
access, use your Active Directery credentials.

- Enter your email address and password and click
Register

| Email

Password *

| Fassword

[[] Remember Me

_“
o
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https://denederlandschebank.sharefile.eu
https://denederlandschebank.sharefile.eu

1 Login .
11 Activate your account ] Logln
1.2 Personal settings

1.3 Log in again

- You are locked out after 5 failed attempts and
2 Files R— have to wait for an hour to login again or you can
21 Upload Dear ShareFile user. click on the link: Forgot password?
22 DOWﬂ ‘ Oad Please read the instructions to log into ShareFile properly
23 Delete Have you forgotten your password or is it not
2.4 Favorites Please use this link for the ShareFile instructions: https:/www.dnb.nl accepted.?
S Nigies _ - Click on the link Forgot your password?
Reset Your ShareFile Password - You will receive an email with a link
3 NaVigatiOﬂ We received a request to reset your password. Reset your password
- - Click on the link within 30 minutes, otherwise
 CTEngE e AAmue you will receive a message that the link is no
5 Notifications longer available and you will have to request a
This link will be valid for 30 minutes. If you didn’t make this request, please disregard .
51 Download i password reset again.
5.2 Share a file
5.3 Request files to be uploaded - Nﬁelem.r?geh:?f::y?; . The password req'uirements are:
54 Inbox st camspRer and ot or Sar et m At least 1 capital letter
m At least1lowercase letter
6 Common Issue = At least 1 digit
7 Contact m At least1special character digit
m At least 14 characters
m Passwords must match
= Do not use last 10 passwords

When saving, additional security is applied to the
password (weak/strong password).

Instruction ShareFile
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2 Files

Sub Testmap.

F~ Sub Testmap -

More Options

This folder is empty

O

Emall me when a file iz [] Uploaded to this folder

Upload to "Test map"

To upload or download a file, a folder can be created
within the main folder.

2.1 Upload

You can upload 1 or more files by using the + button.

- Navigate to the folder where you want to upload
afile
- Click the @ button, select Upload

- Select a file and drag it to the folder

- With Ctrl key you can select multiple files at the
same time

- Click on the button Upload

- The status is shown in the folder

Besides files, you can also add sub folders, URLs and
Zip files. All file types are supported.

Tip! If you want to upload all files in a folder, upload
the folder (by dragging it from Explorer) instead of all
the individual files.

Please note: If you only have upload rights, you will
no longer see the files you uploaded after uploading
and logging in again to ShareFile!
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2 Files

» Testmap

r_ Te St map « s+ More Options

4

Demc documenten zip

1 E EventExport.xisx
©2 [ Testdocumenten

i [ Sub Test map

=+ More

Last modified

244PM me

2:14PM me

2:14PM me

oK

J. K

J. K

2.2 Download

1. Download from ShareFile

- Select one or more files or folders that you want
to download.

- Press the Download button to start the
download

- You can save the files to a device by using the
Save as button.

Tip! If you want to download all the files in a folder,
download the parent folder instead of all the
individual files. The files are saved as a Zip file on
your device.

2. Download via a link (email notification)

- Open the email (from: sender name <mail@sf-
notifications.com>)

- Click on the Open button: the file is shown in
ShareFile (view). If an error message appears, it
cannot be displayed, first download it to a device
and then open it.
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2 Files

> Temmap

r_ TeSt map s+« More Options

Personal Folders
Shared Folders

I % Favorites I

= icT Place test folder
y oorbeeld notitie

@ test?GB-2dat

Download 7 Move O copy e+ More
Namy Size Last modified Crez
(] Demo documenten zip 781KB  214PM me JK
» ] EventExportxlsx BKE  244PM me LK
7 I Testdooumenten ZME Z14PM me JK
¥ Testmap

[ Test ma [ «-+ MorsOptions

O l Name & Size

O Demo documenten.zip 781

O % H EventExportxlsx 25 KB

[ [ Testdocumenten 2ME

B [~ Favorites
A
[ Folders —

2.3 Delete
- Select one or more files or folders and press the
Delete button.

The deleted file goes to the Recycle Bin.

You can also delete a file by right-clicking on the
file name.

A user with upload rights can only delete his
own files.

Tip: Do you want to delete all files at once?

Select the check mark to the left of Name and
press Remove.

2.4 Favorites
Favorite a folder or file if you need it often!

- Select it for a file or folder
- Navigate to Favorites

You can also uncheck the box for Favorite.
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11 Activate your account 2 Flles

1.2 Personal settings

1.3 Log in again
. e 2.5 Notes
2 Files P~ Testmap - woeosten - Navigate to the folder where you want to create a
2.1 Upload o ° note or URL
2. Uploa .
2.2 Download e - Click the o button, select Create note or
2.3 Delete O Name & Size Last modificd C ) Create URL
24 FaVOFIteS [ 17 f= Sub Test map AR 2000412024 ricipes ‘J'
2.5 Notes
3 Navigation Result a URL and a Note
4 Change mobile number
5 Notifications s 3 Tostmap
5] DOVVNOad r_ Tes't map +»+ More Options
5.2 Share a file °
5.3 Request files to be uploaded
54 |nDOX D Name & Size Last modified Creatar
iy so L site oB 2:30PM me J. Kuiptester
6 Common Issue = m
y testnote 0B 2:20PM me
7 Contact
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3 Navigation

~an 3

™ sub

map >| Sub Test map

Test map

You can navigate from the sub-folder to the folder
above it by clicking on the folder to the left of it.
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4 Change mobile number

Two-Step Verification

Phone Numbers

Primary Phone
i SMS Edit

Whenever you login from an untrusted computer or device, we will send you a verification code to your saved phone numbsers.

Add your backup phone number.

United States ~

Phone Number

(@) Text Messaging (SM3) () Voice Call

Cancel

2 to your phone when you sign in from an untrusted computer or device. We will only use this phone number for account secur

If you want to change or add your mobile number,

you can arrange this yourself in ShareFile. You must
confirm this change with verification with an SMS or
voice message.

1. Change your mobile number or add a second one

- Click on the Personal Settings > 2-Step
Verification at the bottom left

- When changing your number, click on the
Edit link

- When adding a second number, click the Add a
backup phone link

Continued page appears with:

Add your primary phone number or

Add your backup phone number

- First select the country where you are staying
under Country

- Enter your mobile number under Phone
number

- Click Send

A screen: Verify your number appears. You will
receive an SMS (Your verification code is) on your
mobile phone.

- Enter the SMS code and click the Send button.
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1.2 Personal settings

1.3 Log in again
- 5.1 Download

2 Files If you have download rights to a folder, you can
21 Upload enable Upload alerts in ShareFile yourself.

2.2 Download
2.3 Delete - Open the folder and go down and click the option

Email me when a file is: |:| Uploaded to this folder

2.4 Favorites

If a file is uploaded, you will receive a notification
from: sender name <mail@sf-notifications.com> with
title: <sender name> Has Created a New Item
in ShareFile

2.5 Notes Dear ShareFile user,

3 Nawgatlon Please rean the INSructions 10 1oq Into ShareFie propeny

4 Change mobile number

Please use this link for the ShareFile nstructions

5 Notifications - Open the email and click the Download button
51 Download Jens, - If you are not yet logged in, the ShareFile login

5.2 Share afile _ screen will be shown
_ jenny EXIIEN has uploaded a file to the folder Test map.
5.3 Request files to be uploaded

5.4 Inbox

Test ma
6 Common Issue P

7 Contact

x| nandieing test docx

B KE
i

Dowmiload

Need help? We're here for you.

| nstrUC'UOI"] Share F||e Visit sharefile com/support and look for “Start chat *
Cloud for Extern user
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5 Notifications

DeNederlandscheBank

EUROSYSTEEM

Dear ShareFile user,

Please read the instructions to log
into ShareFile properly:

Please use this link for the ShareFile

instructions: https://www.dnb.nl
Jens,

» jenny dsmipamhas sent you
files.

5.2 Share a file
- You will receive a notification, click on the Open
button

You will see an overview of the files that you can
download.

- Open the email and click the Download button
- If you are not yet logged in, the ShareFile login
screen will be shown
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5 Notifications

DeNederlandscheBank

EURCISYSTEEM

Dear ShareFile user,

Please read the instructions to log
into ShareFile properly:

Please use this link for the ShareFile
instructions: hitps:/fwww.dnb.n

Jens,

» jenny ¥R has requested

that you upload files.

Message from jenny

dfasf

5.3 Request files to be uploaded

- You will receive a notification, click on the

Upload button

- If the upload was successful, this will appear

behind the file Getipload
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5 Notifications

Received

0O From

[ jennydesipssy jenny dmsipmshas sent you files

eceived ¥

24/05/2024

170 daysleft

5.4 Inbox
In addition to email notifications, you can also
receive email in ShareFile in the Inbox!

You will receive a link as a user:

1. Share a link of a file with you or

2. Arequest to upload data into a folder
(Requested for)

The number of days the link is valid is indicated in the
Expiration column.

You may receive a link to a file located in a folder
that you have no rights to!




1 Login
11 Activate your account 6 Common |SSU€
1.2 Personal settings
1.3 Log in again

2 Files
21 Upload Check if the https-traffic has been blocked the URL's below must be whitelisted
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7 Contact

If you have a question or problem, send an email to Sharefile@dnb.nl



mailto:Sharefile%40dnb.nl?subject=

De Nederlandsche Bank N.V.

PO Box 98, 1000 AB Amsterdam
+31(0)20 524 911

dnb.nl/en

DeNederlandscheBank

EUROSYSTEEM
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