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Syncplicity – User Directions for Accessing and Uploading Files  
 

• CDE has shared files with you through Syncplicity. Please click on the link in the email sent to 
you from “no-reply@syncplicity.com” to create a Syncplicity account. If you did not receive 
the email, please check your junk mail folder. 

 
Sample of Syncplicity Email Invitation: 

 
 

• Once you click on the link, you will be directed to the Syncplicity website where you will need 
to create an account. 

 
Prompt for Creating a Syncplicity Account 
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• There is no need to download Syncplicity software as all documents can be accessed and 
uploaded online. Please note the system will only allow the individual(s) who initially received 
the Syncplicity email invitation to download and upload files. In order for others to access the 
file(s), the initial recipient must download and distribute this file(s) per district policies 
regarding file sharing. 

Location of File(s) 

 

Once you have logged in successfully, click the “files” button at the top and you should see the folder 
that has been shared with you. Within that folder you will find the file(s) for download. 

 

Instructions to Upload Files to Syncplicity 

If requested by CDE, you may upload files to the same folder on Syncplicity and CDE will have access to 
it. You will not receive a confirmation email or notification when the file has been uploaded. Once you 
view the file in the folder, the file has been uploaded to the folder. 




