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Secure File Transfer
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Membership Administration
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File Transfer Notification
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Understanding Email Notification Rules
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Using S-Filer / Portal
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Logging On and Logging Off

	���
� *���2
*�! ��
�����2�
�29
*��2��2�
)�7�
(���1 ���9
�2�
�����2�
�''�


H '�� 
���2�
����9
�� 
7� �
&7��
8 
��! 2
�
7� �
�* *�72�
8)
�� 
��&�2��������
�'
"#$�� �
%

�������
�2* 
�� 
�**�72�
��
*� �� �9
�2
 #&���
2��� '�*����2
1���
��!�� 
�� 
2 1
7� �
����
�2

�**�72�
���
8  2
*� �� ��
	� 
 #&���
*�2���2�
�
��2 �
����
(��2��
��
�� 
�((��*����2
�2�

�2!�� �
�� 
7� �
��
�2����� 
���
'����
� ����2
�2
" #$�� �
%
�������


Logging On

	�
���
�2
��
"#$�� �
%
������9
(��2�
)�7�
8��1� �
� �
�� 
1 8
���� ��
3 ���9  
https//www.okiok.com/sfiler 5
�7((�� �
8)
)�7�
�)�� &
��&�2���������
	� 
R, �#
*�& S
, 8
(�� 
'��
"#$�� �
%
������
1���
�(( ��0

$���
�2
)�7�
7� �
2�& 
�2�
(���1���
�2�
*��*�
�A�

$����#��& 
7� ��
�� 
(� � 2� �
�
* ���'�*�� 
1��*�
 �� )
&7��
( �&�2 2��)
�** (��
�** (�

�� 
* ���'�*�� �


	)(�*���)9
�2
��&�2��������
� ��
)�7�
7� �
2�& 
�2� 
)�7�
'����
(���1���
�2�
�� 2
� 2��
��

��
)�7
8)
 &����



������	
����
�����
���

::

��������


Changing Your Password
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Enter your current password.

Enter a new password.

Re-enter the new password.

Commit the changes.

Log off icon 
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The Restricted User Account
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Transferring a File
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If only one transfer has been defined
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If multiple transfers have been defined
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Pauses and restarts the 
transfer

Stops transfer

Starts transfer

Transfer progress bar
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Downloads a file to your computer

Uploads a file to the server

Pauses and restarts the 
transfer

Stops transfer

Starts transfer

Transfer progress bar
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The General User Account
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Administering Your Account
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Changing Your Profile

���*�
�� 
 %#�������� 
��8
��
!� 1
�2�
*��2� 
)�7�
7� �
(��'�� �


��7
*�2
*��2� 
�� 
'����1�2�
'� ���0

��������� 0
	���
��
7�7���)
)�7�
R� ��
2�& �S
	� 
$7��
-�& 
1 ���
�(( ��
���2�
1���
)�7�

7� �
2�& 
3�� 
��
)�7
7� 
��
���
�25
�2
���
���7(
� 2�
*�&&72��)
������

"���� 0
	� 
 &���
���� ��
��
1��*�
"#$�� �
%
������
� 2�� 
�� 
2���'�*����2
 ! �)
��& 
�
'�� 

��
7(���� �9
��12���� �9
��
� � � �
'��&
)�7
��
)�7 �
*�&&72��)
3(��!���2�
)�7
 2�8� 

"�����
����������
 9
8 ��15�

�!�
� 0
	���
(��2 
27&8 �
�(( ���
1���
)�7�
7� �
2�& 
�2
 ���
���7(
�2�
*�&&72��)

������

 �
����� 0
" � *�
�� 
��2�7�� 
'��
"#$�� �
%
������P�
7� �
� 2� �'�* �
	� 
��2�7�� �
�!���#
�8� 
��
)�7
� ( 2��
7(�2
)�7�
*�&(�2)P�
�&(� & 2��� ��2
�'
"#$�� �
%
�������

"����������������
* 
" � *�
 "
���� 
��
� * �! 
 &���
2���'�*����2
 ! �)
��& 
�
*�&&72� �)

& &8 �
7(�����9
��12�����9
��
� � � �
�
'�� 
'��&
� � 
*�&&72��)
��
)�7�
.)
��*7#
& 2��
'��� ��
"  
R $�� 
	��2�' �
-���'�*����2 S
�2
(�� 
F�


Click a tab to 
change the page

Click to record 
changes made on 
this page

Click to change 
Password
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Transferring Files with S-Filer Portal
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Upload to your personal 
folder

 
Upload to a community 
folder

Upload to the personal 
folder of one or more 
community members
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Choosing Who Will Receive the Files
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Choosing the File
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Select one or more members 
from the Members list 

Click the right arrow button to 
move them... 

to the Recipients list

Click OK to finish 
selecting recipients

Click Back to cancel the 
operation and return to the 
main page

Open browse 
dialog to choose 
one or multiple 
directories

Open browse 
dialog to choose 
one or multiple 
files.
 
Destination
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Resuming an Interrupted File Transfer
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Viewing Your File Transfer History
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Search for a file within your history Page through your history

Click to generate a PDF report

Indicates completed transmission

Click to display a list of recipients
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User Accounts and the Main Page
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Responsibilities and Workflow
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Community Administrator
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Administering a Group
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Users are “assigned” or “added” to groups, Groups are assigned to communities. All file 
sharing is based on the community or communities of which the user is a member.
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Managing the Group
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Manage Group membersManage the Group Search for Groups
by name or description

Manage users 
Generate a Group list 
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Changing Group Configuration
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Manage members

Change the group 
description

Enable file upload or 
download

Restrict group to defined 
IP addresses

Make the changes 
permanent

Return to the main page
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Promoting Group Members to Administrators
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Managing the Group’s Users
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The members list Click the right or left 
arrow buttons to move 
members between lists

The administrators list 

Return to the 
previous page

Promote or demote 
the user

Search by user name Manage users Add a user Search by full name Search icon
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Adding Users to a Group
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Clear all fieldsAdd the user

All fields with an asterisk beside them are required
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Managing User Profiles
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Managing a User’s Communities
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Managing a User’s Communities and File Transfers
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Search for a file within the report Page through the report

Click to generate a PDF of the report

Indicates completed transmission

Click to display a list of recipients
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Manage Community

Search by name Search by description Search IconGenerate a Group list
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Change the community 
description

Set the strength of 
security

Turn compression off 
or on

Set email notification

Return to main pageMake changes permanent
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Adding Community Members and Administrators
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Managing Automatic Transfers for Restricted Users
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Select a user from the list of available 
users and click the right arrow button to 
move them to 
the members list 

Select a member from the list of members 
and click the right arrow button to move 
them to the administrators list 
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Click an item in the row to 
access the Auto Transfer 
Detail panel where you 
can modify transfer 
properties

Click to add an new 
transfer

Click to delete a transfer
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Administering S-Filer / Portal: The Master 
Admin
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Administering Users
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Add a master 
administrator

Enter a user name or a full name 
and click the Search Icon to search 
for an administrator

Modify user account Add a new user 

Modify system 
administrator account

Generate an 
Administrator list

Generate a User list
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Clear all fieldsAdd the user

All fields with an asterisk beside them are required
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Modifying a User Account
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Master administrators can add or 
remove a user from any group
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Adding a Master Administrator Account
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Modifying a Master Administrator Account
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Add the user Clear all fields

The master administrator 
does not belong to a 
group. 

The master administrator does 
not belong to a group. 
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Create a new group

Delete a group

Manage group

Search icon

Add a group member

Manage group members

Generate a Group list
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Creating a New Group
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Deleting a Group
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Group name (required)

Group description 
(required)

Enable file upload or 
download

Restrict group to defined 
IP addresses

Add the group Return to the 
Group page 

Clears all fields
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Create a new community 

Manage community

Delete community

Manage community members

Search Icon

Manage community auto transfers

Generate a Community list
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Creating a New Community
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Deleting a Community
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Changing Security Profile Menu Items
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Edit to change the Security 
Profile menu

Make changes permanent Change the Security Profile 
default
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Producing File Transfer Reports
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