
ShareFile – New Audit 
Request Platform



New Audit Request Tool

Easier to view and upload requests

More user friendly and runs faster

Ability to limit access for users

No file size limits

New feature updates
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ShareFile will be replacing Engagement Organizer



How to Login

▪Receive an email to set up your account
• Create password

▪Make sure you activate your account BEFORE clicking 
on any email links for shared documents

▪If you do not receive an activation email, reach out to 
your audit contact to have them re-send
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https://hmcpas.sharefile.com
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Dashboard/Projects
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Projects/Client FY25
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Client FY25/Document Requests
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Select item and see “Details” for 
description of items needed
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Add files
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Browse for files or drag and upload
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Or just drag items here
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Auditor Uploaded 
Template/Instructions
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Leave “Comments”
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Submit for Review
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Status Labels

Not yet ready for auditor review

Files are uploaded and ready for auditor 
review

Auditor has downloaded this item and 
will review
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Overall Status by Section
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Forgot to upload something?

17



New Upload – Changed Status
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Uploaded the Wrong Item?
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Important!! If Status is “Approved” and you need 
to delete an item, please do not name the new file 

the same as the deleted file! Please re-name it 
“XX-revised” or something similar.



Due Dates

20



Access to ShareFile
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Main district 
contact

Access to 
entire Project

Assignees
Access to specific 
sections or line 

items



Assignees

▪District can assign users to specific areas or line items

▪Can assign as many users as you like!

▪Assigned users will only be able to access the area they 
were assigned and cannot view other sections
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Assign Staff to Items
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Assign Staff to Items (select all)
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Assign Staff to Items (select multiple)
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Assign Staff to Items
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Filtered Views (sort by assignee)
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Filtered view (sort by status)
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FY25 Process
▪ Auditor will most likely upload prelim and final audit requests at 

the same time
• Be sure to review due dates!
• You will receive an email every time a section is set up (so a lot of 

emails!)
• If you are not receiving emails, check your spam and firewall settings

▪ Auditors receive a notification email once the ENTIRE section has 
been marked “In Review”

▪ Selections will either be emailed or uploaded to the Selection 
Backup section
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Going Forward

▪ShareFile is constantly making 
feature updates

▪Please let us know:
• Troubleshooting issues

• Functions that would be helpful 
to have
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Questions?
Kara M. Curtis, CPA  

520-903-6873

kara.curtis@hm.cpa
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Jared J. Young, CPA, CGFM 

623-237-7944

jared.young@hm.cpa
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