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FROM THE DESKTOP OF DIANE HESS 
 

As the owner of a business that is now going virtual, you need all of the right Virtual Office 

Business Solutions in place.  By utilizing programs like YouSendIt, you are guaranteeing that 

documents sent electronically are arriving at their destination and your virtual assistant has all 

that is needed to aid you in streamlining your business. 

Hess Business Professionals & Associates LLC recommends only the best Virtual Office Business 

Solutions to its clientele.  We believe that before an honest recommendation of a web based 

application or software program can be made, it should be test driven and properly evaluated by 

our representatives.  Our review gives the program credibility in the virtual industry. 

It is always your choice to use the web based applications or software programs we suggest.  Our 

office will adjust to anything you have in place.  

 

 

 

 

 

ñThe greatest barrier to 

success is the fear of 

failure ò, 
Sven Goran Erikson. 

 

 

 

 

 

Hess Business Professionals & Associates LLC 

44648 Mound RD #122 

Sterling Heights, Michigan  48314 

888-499-5530 / 586.739.0951  

 

Diane Hess      d.hess@hbpassociates.biz 

Web               www.hbpassociates.biz 

Skype             ExecutiveVA 

 

mailto:d.hess@hbpassociates.biz
http://www.hbpassociates.biz/
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URL TO YOUSENDIT 
 

YouSendIt  is a great way to send or receive files. To use YouSendIt  go to 

http://www.yousendit.com/compare -plans.  

On this page you will see options for using YouSendIt. As you can see by the image below there 

are a few different options to choose from and there is bound to be an option that is right for 

your business and your budget. 

 

http://www.yousendit.com/compare-plans
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SIGN UP or LOG IN 
 

 

SIGN UP PAGE 
 

Signing up is easy. Once you have selected the option you want then click the appropriate button you 

will be redirected to the sign up page. 

 

SIGN UP SUCCESSFUL 
 

Once you have signed up successfully, you will see this page. Just click send now to start sending your 

files. 
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SEND FILES BOX / SENDING YOUR FIRST FILE 
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UPLOADING YOUR FILE STEP 1 
 

 

 

UPLOADING YOUR FILE STEP 2 
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YOUR FILE HAS BEEN UPLOADED ɀ NOW SEND IT 

 

YOUR FILE IS BEING SENT 
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YOUR FILE HAS BEEN SENT 
 

 

 

SEND ANOTHER FILE 

 

LOG OUT 
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SYNC WITH OUTLOOK 
 

 

Note:  If you use Outlook, YouSendIt syncs with the program.  Downloading the Outlook tool 

will save you time in the steps mentioned throughout this instructional manual. 

 

 

PRODUCTIVITY TOOLS 

 

DOWNLOAD FOR OUTLOOK 

 

[ŜǘΩǎ ƭŜŀǊƴ ƳƻǊŜ ŀōƻǳǘ ǎȅƴŎƛƴƎ ǿƛǘƘ hǳǘƭƻƻƪΦ 

 

 
YouSendIt seamlessly integrates with Outlook with no extra steps necessary. 
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DOWNLOAD OUTLOOK SYNC 

DOWNLOAD 

 

RUN 

This window will pop up and you want to click Run. 
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YOUSENDIT IS DOWNLOADING 
 

 

 

 

PREPARING TO INSTALL 
You will then see this window pop up. 
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INSTALLED 
This will window will pop up next. Then cƭƛŎƪ ƻƴ ΨbŜȄǘΩΦ 

 

LICENSE AGREEMENT 
This is the next window pop up. Please read the license agreement and then choose the option you wish 

ŀƴŘ ŎƭƛŎƪ ΨbŜȄǘΩΦ 
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DESTINATION FOLDER 
¢Ƙƛǎ ǿƛƴŘƻǿ ǿƛƭƭ ǇƻǇ ǳǇ ƴŜȄǘ ŀƴŘ ȅƻǳ Ŏŀƴ Ƨǳǎǘ ŎƭƛŎƪ ΨbŜȄǘΩ ƛŦ ȅƻǳ ŀŎŎŜǇǘ ǿƘŜǊŜ ƛǘ ǿŀƴǘǎ ǘƻ ǎŀǾŜ ƛǘ ǘƻ 

(recommended) or you can browse and save to ƛǘ ǘƻ ǿƘŜǊŜ ȅƻǳ ǿŀƴǘ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ΨbŜȄǘΩΦ 

 

SETUP STATUS/SYNCING with OUTLOOK 
This is the next pop up window and it is preparing Outlook to Sync with YouSendIt. 

 



16 | P a g e 
 

INSTALL COMPLETE 
/ƘŜŎƪ Ψ[ŀǳƴŎƘ hǳǘƭƻƻƪ ƴƻǿΩ ǘƻ ǎŜƴŘ ȅƻǳǊ ŦƛǊǎǘ ŦƛƭŜΦ LŦ ȅƻǳ Řƻ ƴƻǘ ƴŜŜŘ ǘƻ send a file now just leave this 

unchecked. 

/ƘŜŎƪ Ψ±ƛŜǿ wŜŀŘƳŜΩ ƛŦ ȅƻǳ ǿŀƴǘ ǘƻ ǊŜŀŘ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ¸ƻǳ{ŜƴŘLǘΦ LŦ ȅƻǳ Řƻ ƴƻǘ ǿƛǎƘ ǘƻ ǊŜŀŘ ǘƘƛǎ 

just leave unchecked. 

/ƭƛŎƪ ΨCƛƴƛǎƘΩΦ 

 

OUTLOOK WILL OPEN 
Once your install is complete Outlook will open with YouSendIt welcome screen displayed over your 

hǳǘƭƻƻƪΦ ¸ƻǳ Ŏŀƴ ŎƘŜŎƪ Ψ5ƻƴΩǘ ŀƭƭƻǿ ǘƘŜ ƳŜǎǎŀƎŜ ŀƎŀƛƴΩ ƛŦ ȅƻǳ Řƻ ƴƻǘ ǿƛǎƘ ǘƻ ǎŜŜ ǘƘƛǎ ǿŜƭŎƻƳŜ ǎŎǊŜŜƴ 

ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ Ψ/ƭƻǎŜΩΦ 
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YOUSENDIT BUTTON 
/ƭƛŎƪ Ψ¸ƻǳ{ŜƴŘLǘΩ ŦǊƻƳ ǘƘŜ ƳŜƴǳ ōŀǊ ƻŦ hǳǘƭƻƻƪΦ ¢Ƙƛǎ Ƴŀȅ ŀǇǇŜŀǊ ƛn a slightly different location on your 

menu bar as it depends on how your menu bar is set up, but this is how the YouSentIt button will look. 

 

hƴŎŜ ȅƻǳΩǾŜ ŎƭƛŎƪed on YouSendIt it will open up a menu that I cannot take a screen shot of, but it will 

be a drop down menu with these options: 

1. Sign In 

a. You may sign into your YouSendIt account from here. 

2. Configuration 

a. You can change your YouSendIt properties here. 

3. Help 

a. This is self explanatory and will be your help guide. 

4. About 

a. This gives you information on the version you are using, Trademark information, and the 

website address to YouSendIt. 

SEND A FILE 
 

Add your attachments to your email just like you would normally, and when sending the message 

YouSendIt will pop up. Just enter your email and password for your ¸ƻǳ{ŜƴŘLǘ ŀŎŎƻǳƴǘ ŀƴŘ ŎƭƛŎƪ ΨhYΩΦ 
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FILE RECEIVED 
¢Ƙƛǎ ǿƛƴŘƻǿ ƛǎ ƻŦ ǿƘŀǘ ǘƘŜ ŦƛƭŜ ǊŜŎŜƛǾŜŘ ƭƻƻƪǎ ƭƛƪŜΦ Wǳǎǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨCƛƭŜΩ ƴŜȄǘ ǘƻ Ψ5ƻǿƴƭƻŀŘ ǘƘŜ ŦƛƭŜΩΦ 

 

 

DOWNLOAD FILE 
Wǳǎǘ ŎƭƛŎƪ Ψ5ƻǿƴƭƻŀŘΩΦ 
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OPEN / SAVE FILE 
If you do not wish to save the file thŜƴ Ƨǳǎǘ ŎƭƛŎƪ ƻƴ ΨhǇŜƴΩ ŀƴŘ ǘƘŜ ŦƛƭŜ ǿƛƭƭ ƻǇŜƴ ŀƴŘ ȅƻǳ Ŏŀƴ ǾƛŜǿ ƛǘΦ LŦ 

ȅƻǳ ǿƛǎƘ ǘƻ ǎŀǾŜ ǘƘŜ ŦƛƭŜ ǘƘŜƴ ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜΩΦ 

 

SAVE FILE 

LŦ ȅƻǳ ŎƘƻǎŜ ǘƻ ǎŀǾŜ ȅƻǳǊ ŦƛƭŜ ǘƘƛǎ ǿƛƴŘƻǿ ǿƛƭƭ ǇƻǇ ǳǇ ŀƴŘ ŀƭƭ ȅƻǳ ƘŀǾŜ ǘƻ Řƻ ƛǎ ŎƭƛŎƪ Ψ{ŀǾŜΩΦ 
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9/5ȭ2% &).)3(%$ 
A window will pop up and download your file. Now you should see it on your desktop or other chosen 

folder. This next image shows the file on the desktop. 

 

¢ƘŀǘΩǎ ƛǘΗ ¸ƻǳ ǎǳŎŎŜǎǎŦǳƭƭȅ ǎŜƴǘ ŀ ŦƛƭŜ ǳǎƛƴƎ ¸ƻǳ{ŜƴŘLǘ ŀƴŘ ŀƭǎƻ ƭŜŀǊƴŜŘ Ƙƻǿ ǘƻ ŘƻǿƴƭƻŀŘ ƻƴŜΦ 


