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Executive Summary 
In an effort to continually provide excellent service to our clients, ERSC is always seeking technological 
solutions to increase efficiencies to reduce cost and time impacts to projects. In improving ERSC’s This 
document will outline access to the system, navigation of the system, obtaining information/documents, 
adding information/documents, and the ERSC transmittal process.  
 
Please contact Cassandra Silva at csilva@erscinc.com for any issues/questions. 
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A. Access 
A.1 Initial Access 

When your organization is ready to begin using Sharefile, ERSC will setup an account for each person 
within your organization that requires access. When your account is initially created, you will receive an 
email from the Sharefile system with a link to access the system as shown below: 
 

 
 
When you receive this message, you can click the “Activate Account” button or copy and paste the 
provided link into your internet browser.  
 
Sharefile considers your email address to be your username since this information is delivered via email. 
 
Completing this step will direct you to the login screen for the system.  
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After accessing the initial login page, the system will verify your information as shown below: 

 
 
If any of the information is incorrect, you may correct it here and the system will automatically update 
your profile. After verifying and changing any information that may be incorrect, click the “Continue” button 
as shown next to the red arrow above. Clicking continue will take you to the Password Creation page. 
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After verifying your information and clicking Continue, you will be directed to the Password Creation page 
as shown below: 
 

 
Here you will choose a password that will allow subsequent access. Enter your password choice in the 
first row next to the red arrow, and confirm your password in the second row next to the blue arrow. Your 
password will need to conform to the parameters outlined in the blue box next to the green arrow above. 
When you are finished and your password has been accepted (verified by the green check marks in the 
blue box), you can click the “Save and Sign In” Button. This will save your password and take you to the 
Sharefile default login page. 
After completing a password and saving, you will be directed to the site as shown below: 
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We will cover navigation of the site in Section B.1. 
 
Next we will explore regular access to the site. 
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A.2 Regular Access 
Following initial access, verification of profile, and password selection, access to the Sharefile system 
will be completed by accessing the web address: https://erscinc.sharefile.com/  
 
Access is also available through ERSC’s website by clicking the “Client Login” button at the top right 
corner of the home page. ERSC’s website address is erscinc.com : 

  
By entering this address into your internet browser, you will be directed to the login page as shown below: 
 

 
 
 
Here you will enter your credentials for login. Enter your email used during your initial registration in the 
upper field next to the red arrow. Enter your password in the lower field next to the blue arrow. When 
your credentials are complete, click the “Sign In” button next to the green arrow.  

https://erscinc.sharefile.com/
file://sbserver/Drive-S/ADMIN/PROCEDURE%20MANUALS/Plan%20Check/Client%20Access%20Sharefile/erscinc.com
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After correctly entering your credentials and clicking Continue, you will be directed to the site as shown 
below: 
 
 

 
 
Next we will explore navigation of information. 
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B. Navigation 
B.1 Navigation Pane 

Upon Login you will be directed to the area of the site you had previously viewed upon you last login. 
Since you will most likely want to access different information upon each login, the navigation pane 
provides quick access to different areas of the site. The navigation pane is always visible on the left 
portion of your window as shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Dashboard: The dashboard navigation will take you to the dashboard to quickly access your 
folders, favorite items, and items that you have recently accessed. 

2. Folders: The folders navigation will take you to the folders that you have been given access.  
3. Inbox: The inbox navigation will take you to the system mail box for your username. 
4. Personal Settings: The personal settings navigation will take you to the area  

 
Next we will discuss the navigating to the project folders. 
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B.2 Project Folder Navigation 
Folders in the system are accessed by using the “Folders” navigation. Click the Folders navigation to 
exposed the two options to access as shown in red below: 

 
There will be two available options, Shared Folders and Favorites: 

1. Shared Folders: In the shared folders navigation, all folders which you have been granted access 
will be available. These folders are organized with ERSC’s Client and Project Number with a 
description of the project as shown next to the green arrow. 

2. Favorites: The favorites folder will contain any folder or document that you have designated as 
such. You can designate any item as a favorite by clicking on the star next to the item. This star 
is circled in red above. 

 
Once you have navigated to the screen as shown above, find your project folder and click to navigate to 
the folder. 
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When you have selected and navigated to your folder, you will find the different jobs that have been 
included under the project: 
 

 
These jobs are numbered to correspond with ERSC’s job number, the City’s assigned file number, and 
a short description of the project. Click on your preferred project to navigate to the project’s folders. 
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Within the job folder, different folders will be available depending on the size of the submitted project: 

For this example, a WQMP, Hydrology Study, and Grading Plan are currently being processed. For this 
example, we will explore the information within the Grading Plan. Click on the desired folder to access 
the information within the folder: 

Here we can see the transmittals folder. This is where information is stored that is ready for submittal to 
the Engineer or that is to be received from the Engineer.  
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Within the Transmittals folder, you will find separate folders for incoming and outgoing transmittals: 

Incoming Folder: Incoming transmittals refer to information that is be transmitted to ERSC from an 
outside entity. 

Outgoing Folder: Outgoing transmittals refer to information that is being transmitted by ERSC to an 
outside entity. 

Click on the folder that corresponds with the information that you are looking to retrieve: 

Each transmittal folder, Incoming or Outgoing, will have submittal folders. These will be organized by 
the submittal number and the date created. Within these folders are the data that has been received or 
transmitted. 
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Information transmitted is typically related to submittal of redline or revised plans, and a comment or 
response memo outlining the content of the plans:  

 

 

 

Next we will explore document retrieval and adding information to the system. 
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 C. Document Retrieval and Submittal 
C.1 Document Retrieval 

When you are ready to view or retrieve documents from a folder, navigate to the desired job transmittal 
folder as discussed in the previous section: 

 
Documents can be both downloaded from the system for your use or viewed within the system for quick 
reference. 
 
To view a document in the system, all that is required is clicking on the information you would like to view:  

 
You can search information as circled in red, navigate multiple pages as circled in blue, and zoom in/out 
as circled in green. 
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There are multiple ways to download information from the system. When you have navigated to the 
document you would like to retrieve, you can do one of the following: 

 
1. Click the box next to the document you would like to retrieve. When highlighted in blue, click the 

download button at the top of the page to start your download. Steps shown in red circles above. 
2. Right-click on the document you would like to retrieve. When the drop-down menu appears, click 

the Download button to start the download. Steps shown in blue circles above. 
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C.2 Document Submittal 
When submitting information, navigate to the desired job transmittal folder as discussed in section B. 
Remember, information being submitted to ERSC should be in the Incoming folder: 
 

 
You will need to create a new folder for the information to be submitted. To create a new folder, click the 
blue button at the right side of the page circled above in red. Then, click the Create Folder button.  
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When you click the create folder button, this will prompt a dialogue box to title and describe your folder: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Add your folder title and date as this is required next to the red arrow. Details are optional as show next 
to the blue arrow. You do not need to use a template as circled in red. Click the blue button to create 
your folder next to the green arrow: 
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When your folder is created, you can add documents to your new folder. This can be achieved a few 
ways: 

 
There are three ways to add documents to your new folder: 

1. Click and drag is the easiest. Simply select the item you would like to add, and drag into your 
Sharefile folder to upload. 

2. Click the upload button shown circled in red above. This will open the below dialog box to drag 
files from your directory into the system:  
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When you click, drag, and drop into Sharefile the file will automatically begin upload: 

 
When the upload is completed, a notification will be sent to ERSC staff to notify that the upload has been 
completed: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Next we will cover retrieval of plan check tracking logs. 
  



Client Sharefile Access  

  
 

C.3 Project Tracking Log  
ERSC maintains a tracking log for each project processed for plan review. To view a specific project’s 
tracking log, navigate to the desired project folder as previously described in Section B.2 above. 

 
 
Click on the Excel file labeled “Tracking Log” next to the Red arrow above to open and view the log.  
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When you click the excel file, the tracking log will open as shown below. 
 

 
 
The tracking log contains information regarding when ERSC receives and submits projects. This sheet 
represents the entire project, so when multiple documents are submitted for review, they are all shown 
in the same tracking log. The red, blue and green arrows above show the document type and their 
corresponding dates.  
 
When a project is approved by ERSC, a date and initials of the approving engineer will be added to the 
are circled in blue above. 
 
The tracking log can be downloaded to your computer by clicking either download button circled in red 
above. 
 
 
 
 
Next we will cover notifications for items added to the system. 
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D. Notifications 
D.1 Upload Notifications 

As a client user, you are able to set Sharefile to automatically notify you each time an item is added to a 
folder. This will allow you to closely follow projects identified as a priority by the City.  
 
It is recommended that you only turn on notifications for the Incoming and Outgoing Folders for specific 
projects. If you turn on notifications for your entire project, you may receive excessive emails on a daily 
basis.  
 
First navigate to the project that you would like to receive notifications for as outlined in Section B.2: 

 
Find the box in at the right of the screen circled in red above. Click this box to activate notifications for 
this folder. Remember, this will notify you each time something is added to the current folder. The current 
folder is shown above circled in blue. 
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Upload notifications will be received via user email in the format shown below: 

 
The title of the document is shown in White and can be automatically downloaded by clicking on the white 
text shown next to the arrow in red. You can also navigate to the folder where the upload was completed 
by clicking on the link in Black shown next to the blue arrow. 
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