
Datto Folder Submission Instructions 
 
ACVIM has recently migrated our shared files to a service called Datto Workplace. Datto makes it easy to 
share, upload, and download files, not just with ACVIM but with our volunteers, diplomates, and candidates, 
too. These instructions will explain what to expect and how to use Datto to seamlessly share files with 
ACVIM. 
 

How you’ll get access to a Datto Share 
 
1. You will receive an email from your ACVIM Staff liaison with a link and password specific to your 
personal Datto folder. Only yourself and ACVIM staff will have access to this information. 

Always make sure the link or button points to an address starting with 
acvim.workplace.datto.com 

2. You will click on the provided link which will take you to a screen that looks like this:  
 

 
 
3. Your next step is to enter the password that was provided to you via email. 
 
 
 
 
 



 

Accessing the Share 
 
Your basic Datto Share will look like this: 
 

 
 
This is where you will be able to upload all your files. You can do this by clicking the red Upload button. You 
can either drag and drop files right onto the window or click ‘Select Files to Upload’ to get a regular file 
selection window as appropriate for your operating system. 
 
Please note that you must leave the Datto browser window open until all files are uploaded; closing your 
browser before the upload is complete will terminate the upload. 
 
 
 
 
 
 
 
 



Example of an Uploaded File: 
 

 
 

 
 



You can click the View button to open the file within your browser window, or click the red linked title (ex: 
“Installing Adobe Acrobat.docx” above) which will allow you to temporarily download the file. Note that in 
both scenarios, you will be able view the document/file, but will not be allowed to make changes to it.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Users are not able to Edit or delete documents that have been uploaded to Datto unless they have a 
current Office 365 Subscription. Otherwise, if a document/file needs to be replaced by a revised version, 
the user may do one of the following options: 
 
 
OPTION A 
 
1.Upload a revised version and title it the exact same way as the deficient file. 
2.You will then see this pop-up for the respective file/document 

 
 
3. Click “overwrite” to replace the deficient document/file with the correct version. 
 
 
 
OPTION B 
 
1.Upload revised version and title it the exact same way as the deficient file, with “_REVISED” added to the 
end of the title.  
*ACVIM staff will then go in and delete the originally uploaded file of the same title, while keeping the 
revised version intact. 
 
*If a document was uploaded in error, the user can notify staff of any such documents/files, who can then 
go in and delete accordingly. 
 
_____________________________________________________________________________________
_____________ 
When you’re finished uploading materials, you may close the browser window. Any files you uploaded will 
be available to us right away. Files do not need to be uploaded in one-sitting, as access links/passwords 
may be used repeatedly until they expire.  
 
All Datto Shares are secured using industry-standard encryption. The only individuals authorized to use a 
folder will be the candidate to which it has been assigned, as well as the ACVIM Certification Team. 
Credentials materials will be dispersed to the Credentials Committee for review once the submission 
deadline has passed.  
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