
Case Sharing 
Guide 
Centralize, share and collaborate  
with confidence

When working collaboratively, a user can share  
a case file with another collaborator who has access  
to EVO Insurance on the web. 

Single file
All collaborators have access  
to the same case file 

Smart functionality
Only one collaborator at a time  
to prevent version conflicts 

Real-time visibility
Changes are visible once  
the collaborator exits the file

Flexibility
Signing and submission are available  
to all collaborators



1
How to share a file  
in EVO Insurance

Step 1 

Step 2 

Step 3 

Click on the My Files tab 

Find the case file to be shared  
and click on the arrow icon 

Click on Copy to clipboard 
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Step 4 

Send the sharing key via email or Teams 

Your colleague will then be able to collaborate on 
the case file.

Reusable
Can be used multiple times and imported more than once

Flexible
Can be shared at any step until transfer

Unlimited
No maximum number of collaborators 

Valid for 30 days

Sharing key characteristics: 
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Step 1 

Step 2 

Step 3 

Click on the My Files tab 

Click Import shared file 

Paste the key into the Enter the 
shared key field and click OK 

2
How to access  
a shared case file  
in EVO Insurance

The shared file will appear in the  
My files tab, where you can modify 
and submit it
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iA Financial Group is a business name and trademark of  
Industrial Alliance Insurance and Financial Services Inc.

https://ia.ca/individuals

