
 

 
 

Case Sharing Procedure 

When collaborating, a user can share a case file with another user who has access to 

EVO Insurance. 

Sharing a case file with another user 

1. Go to My files section in EVO Insurance. 

 

 

2. Identify the client file you want to share and click the Share this file icon (arrow 

symbol). 

 

3. In the new window, click the Copy to clipboard button to copy the sharing key. 

 

 
 

 



 

 
 

4. Paste the sharing key into an email and send it to the intended recipient (who 

must have the appropriate access rights to work on the client’s file). 

 

Each sharing key has a unique use and expires after 30 days. 

 

Receiving a sharing key by email 

1.  Go to My files section in EVO Insurance. 

 

 
 

2. Click on Import shares file. 

 

 

 

 



 

 
 

3. Paste the sharing key received by email into the new window. 

 

4. After clicking OK, the client file will appear on your screen. 

 

 

 

 



 

 
 

You will also find the shared file in your My files section: 

 

If the user needs to transfer the file again to the original sender or another user, they 

must follow the same case sharing procedure. 

   Error and warning message 

Here is the message you may encounter: 

Key already used to import a file or expired 

EN: The shared key has already been used to import a file or has expired. 

 

 

 

 


