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What is Accellion?

Accellion is a secure file transfer tool that enables you to send and receive encrypted information to/from SEC
staff members using a special electronic mailbox. You can transfer up to 20GB of information, or 10 files up to

2GB each. The functionality covered in this guide is:
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Accepting an Invitation to Register for a Secure File Transfer Account: How to register for

an account so that you can send and receive information securely with the SEC for a period of
time (weeks or months).

System Access: How to access and log into the system.

Sending a File(s): How to send email to SEC personnel with file attachments.

Adding Attachments: How to add attachments to your email.

Receiving Files: How to receive files from SEC personnel.

How to Handle Large Files: How to handle files larger than 2GB.

File Manager: How to use the File Cabinet, Inbox and Send History functions to keep track of
the files you have sent and received.

Accepting an Invitation to Register for a Secure File Transfer Account

An SEC employee may send you an invitation to register for an Accellion account. The account will enable you

to send and receive information securely for a period of time to that SEC staff member.

When an email invitation is sent to you, click on the link to complete the registration process.

Note: The invitation is only valid for 7 days.

name@agency.gov has invited you to use Secure File Transfer Inbox |x
name@agency.gov to me show details 12:44 PM (0 minutes ago) ®Reply | ¥
"""" name@agency.gov.has imited you to use Secure File Transfer
Here's an invitation to create an account on Secure File Transfer.

Message from name@agency.gov
Please accept this invite.

To accept this invitation and register for your Secure File Transfer account, please click on this
link o

https: //wht sec qct--ccunelr%‘.DOG@ mail_user_client_invite htm|?ic=
BGY0PgYzKH8DaTNiVzRxNAYdUcDNW 1iCGlsJFNkODKkGKXppADVIKFYyQyiTH04-UjE SfgBU

The invitation link is only valid for 168 hours (7 days). If you are unable to verify within this time
frame, please ask name@agency.gov to send a new invitation e-mail.

(If clicking the URL in this message does not work, copy and paste the link into the address bar
of your browser)

Thank you for using Secure File Transfer

4 Reply =* Forward




The Register New User screen appears.

Secure File Transfer

Home

Register New User

Please complete the registration for Secure File Transfer.

Note: Password must be at least & characters long and contain at least 1 special character,1 number,1 uppercase alphabet

E-mail Address: . _name@organization.com
Create a Password: ssesesese

Re-type Password: sessseess

Accellion File Transfer f

Enter a password. Re-type the password, and then click Register to complete the registration.

Note: The password must be at least 8 characters in length, contain 1 special character, 1 number, and 1
uppercase alphabetic character.

System Access

The User Login screen appears. You will notice that your email address is automatically filled in. Type in your
Password and click Sign In.

User Login

Enter your e-mail address and password
to sign in.

E-mail Address
name@organization.com

Password

>> Forgot your password?

>> Gefting Started?

>> Technical Support?

Secure File Transfer

M._-.«..-.\A.«A_w.__,.,.\bl E‘\"_../“‘ﬂ'\,__.l“x.«_\._/‘--,"‘ [--..r\,..ﬂf.\‘m

We suggest that you save the url for Accellion to your Favorites list.

The Send File window is displayed.



7} secure File Transfer - Microsoft Internet Explorer —|al x|

Fle Edt Yiew Favortes Took Help ‘ a

Qo © - [x) [B) (| et v @] 13- o @ - ) ¥ N B

Address |g] hteps: fiwft . sec. gov/courierf LO00@423149061a13f8d23090c 433340892 Lefmail_user_compose. html

Secure File Transfer

s UserGuide

You zre nowr logged in as:name@organization.com

Send File

JTo

Add Ce | Add Bee
Subject

Aftachments: [~ FolderLarge File Applet

D] Browse

Rich Formetting: >

M sendmeacopy ¥ Notify on Attachment Delivery

send Cancel

[ [ [ [ |5 RJtocalintranet

Sending a File

In the To field, enter the email address(es) for each Accellion mail recipient. Separate each email address
with a comma or semi-colon. You can enter up to 40 email addresses.

If you have previously sent mail to an email address, you can use the auto complete feature to select
from a drop-down list of names that match your email address.

Click on Add Cc or Add Bcc to add additional mail recipients, and then enter a Subject for your
message.



Secure File Transfer

Home Send File  File Manager My Settings User Guide Logout

You are now logged in as*

Send File

gTo: name@agency.gov
Add Cc | Add Bee
Subject Responding to your invite
Aftachments: [ Folder/Large File Applet

C:\fakepath\screen-shots.doc jremove]
Rich Formatting>>
Frank, please review the attached files and send me your comments

Charles|

Send me a copy Notify on Attachment Delivery

Accellion File Transfer f

If you would like to receive a copy of the message, click in the Send me a Copy checkbox. (See example above.)

Secure File Transfer - IpswitchFT.com/Secure-File-Transfer - Experience WS_FTP Server 7 For Security & Compliance. Free Evall

« Back to Inbox | Archive = Reportspam A Delete Hovetow Labeisw More actions v

Responding to your invite 1box |x

name@organization.com t¢ name show details 10:59 AM (0 minutes ago) | 4y Reply | ¥

Frank, please review the attached files and send me your comments

Charles

File(s) will be available for download until 06 December 2009:

Attachment: screen-shots doc, 91.00 KB  [Fingerprint: f88a50d03863a518b2afcc31deB4e034]

You have received attachment link(s) within this email sent via SEC’s Secure File Transfer. To retrieve the attachment(s), please click

on the link{s).

Accellion File Transfer

“ Reply =* Forward

If you would like to be notified when the attachment is delivered, click in the Notify on Attachment Delivery
checkbox. (See notification example below.)

Note:  If this option is grayed out, you will automatically receive an attachment delivery notification.



Bulk Email--Free Trial - www.iContact.com - Use the Power of Bulk Emails to Boost Your Business into Overdrive!

« Back to Inbox = Archive = Reportspam Delste Movetow @ Labelsw More actions ¥

RECEIVED: Attachment screen-shots.doc  1nbox | x

name .@agency.gov to me show details 11:02 AM (0 minutes ago) | 4y Reply | ¥

Return Receipt

Your attachment: screen-shots.doc o
Was downloaded at: 06 November 2009 11:02:10

By recipient: name.@agency.gov

File size is: 91.00 KB
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Adding Attachments
Using the Folder/Large File Applet

The Folder/Large File Applet enables you to attach large files and/or entire folders to email
messages. You may attach up to 10 attachments at 2GB each, totaling up to 20GB.

FolderLarge File Applet .
There should be a check mark next to the i . Polet 94l hyperlink.

Note: You may be asked to verify the digital signature before the application is run. If you receive this
message, click Run.

To add an attachment, click the _Bawse.. | putton. When the Choose File dialog box appears, select the
drive and file name. Click Attach. The selected files will appear below the browse button.

Attachments: [ FolderLarge File Applet

(i3] | Brauwse.. |

J1Doe-Tra. \Pointsec Device PratectorTech Manual 12-1.pdf fremove;
JDoe-Tra..onPaintsec_Media_Enchption_2.5.1_User AR fremove]

ber e

You can remove any file by clicking on the remove link next to the file name.

Now click Send.



Secure File Transfer

Home  SendFile File Manager My Seftings UserGuide Logout

Send File Yo A R g e @organization.com

¢Tor’ Nam e;@agency.gov
Add Cc | Add Bcc
Subject | Responding to your imvite
Aftachments: [~ Folder/Large File Applet

LT
: . Browse...

CMakepath\screen-shots.doc jremove]

Rich Foermatting=>

Frank, please review the attached file= and =zend me your comments

Charles

Send me a copy Motify on Attachment Delivery

Accellion File Transfer

The contents of these files will be automatically zipped into one file. The progress bar will display the progress
of the attachment, zipping of files, and transmission to the SEC.

Please wait while the file is being uploaded. This may take a couple of minutes depending on the size of the
file. You will receive confirmation when your email has been sent.

Send File

Your e-mail has been sentto name@agency.gov with the following file(s):

o BOX Training Guide v3 Final Draft all. doc (5,199.50 KB)

* You will receive a copy of this e-mail and get an e-mail nolification when your file is downloaded.

o]

Click OK.



If you placed a checkmark in the Send Me a Copy box, you will receive a copy of the message. You will
automatically receive an email notification when the attachment is downloaded.

Receiving Files
When an SEC staff member sends you an email with a file, you will be notified that you have files ready to be
downloaded. You can start the download by clicking on the Attachment link within the email.

Note: You will have 30 days after receipt of the message to download the files before they are removed from
your Accellion mailbox.

& Back 19 Inbax  Archive Reportspam  Deiete Movefow Labsisw More actions w

Agenda e |x
1 3 M es@agency.go 1o me show details 11:10 AM (0 manutes aga) | ¥y Reply 7
Charles.
Flease see the attached agenda
Bast \Wishes
Frank
File{g) well be gvadable for download until 06 December 2009
gerpint 186370580 bd0daia24c 1B )

You have recened attachment link(s) within this email sant via SEC's Secure File Transfer. To retrieve the attachment{s), please click
o Ehe linkis)

* Reg ¢ =* Foraaed

If your files do not download automatically, click on each individual file name and save it to your computer.
Close the browser window when finished.

The SEC staff member will receive a return receipt when you download the attachment. This will include the
name of the attachment, the date and time it was downloaded, its size, and the name of the recipient.

What To Do If Accellion Wants You to Provide Verification Before Downloading the File

Accellion may request that you verify that you are the proper recipient of the message before you are
allowed to download it. You may be asked to log back into the system to download the file.

If you receive this request, enter your email address in the Your E-mail Address field and click Submit.



Secure File Transfer

Welcome to Secure File Transfer!

name@agency.gov has sentyou attachments via Secure File Transfer!
In a moment you will be ahble to retrieve attachments at your convenience.

First time users: You must register and provide the following profile infarmation:
® your e-mail address as a unique identifier for you as the intended recipient.
® apassword of your choosing to protect your profile.

Registered users: Your session expired and was closed for security purposes -- please re-login.

0T E-mail Address: | "am&@organization.com Submit | =5

Enter your e-mail address in the field above and click Submit to start the process. -

=y

Ifyou would like to change your password, please click here to login,

Accellion File Transfer f

After clicking Submit, you will be sent an email containing an 8-digit Verification Code. If you receive this
message, copy and paste the email verification code from the email into the Verification Code field on the
screen and click Verify E-mail.

Accellion ¥ Secure File Transfer

To download this file, we need to verify ownership of your e-mail address and create a profile for future authentication
before proceeding with the download.

A message has been sentto  Name@sec.gov with a verification code in it.

E-mail Address: nameRorganzation.com
Verification Code: ¥ the verification code or
|UC‘NI2B|-<?I Click on the URL received in the new e-mail message
rom to versly your emall address.
Verify E-mail

Note: Occasionally the email from ___tamel@sec.qov is interpreted as an unsolicited email. Ifyou have not received the
e-mail after a short period of time, please check any filtering folders set up by your privacyfprotection software which
may filter out such e-mails.



On the next screen, enter your password in the password field. Place a checkmark nextto | am on a public
computer ONLY if you do not want your profile retained on the machine. If you do not place a checkmark in
the box, your profile may be retained on the machine.

Secure File Transfer

Welcome to Secure File Transfer!

_ name@agency.gov” has sentyou attachments via Secure File Transfer!
In a moment you will be able to retrieve attachments at your convenience.

First time users: You must register and provide the following profile infarmation:
* your e-mail address as a unique identifier for you as the intended recipient.
® 3 password of your choosing to protect your profile

Registered users: Your session expired and was closed for security purposes -- please re-login.

Please enter your chosen password to proceed with downloading your file

Your E-mail Address: hame@organization.com

Password. lesssessse

Faorgot your password?

[J1am on a public computer

Ifyou would like to change your password, please click here to login.

Accellion File Transfer f

Click Download.

How to Handle Large Files

If you receive files larger than 2GB, they will be separated into zipped sub-files. These files must be
downloaded and concatenated (linked together) to reconstruct the original file. You may do this manually
by following the instructions below or you may select the applet at the bottom of the screen. The applet is
recommended.

The Applet will reconstruct your file in the subdirectory that you choose. You can also create a new
subdirectory, if needed.

10



This file: Personal Folders{1).pst consists of 2 sub-files that need to be downloaded and concatenated to reconstruct
the ariginal file.

e« Subfile1 @
e Subfile2 @
Close help tips
In arder to reconstruct the file "Personal Folders{1).pst

1. Please download the sub-files individually by clicking on the links ahove. Save these sub-files into the same
destination folder.
2. After completing the download of ALL sub-files, apen a command prompticonsole window.
3. Change the current directary in the caommand prompticonsale window to the destination folder used for
downloading as from step(1) ahove.
4. Runthe appropriate command below based on your operating system to concatenate all the sub-files soasto
reconstruct the ariginal file:
< For Windows system:
copy fh subfiled bin + subfile2 hin "Personal Folders{1).pst'
< For Linux / Macintosh systems:
cat subfilet hin subfile2 bin = "Personal Folders{1) pst"

Alternatively, to download this file using the download applet, please click f@eeset W

Note: Work with your Computer Specialist to determine your office’s best practices and where to download and
save the information.

File Manager

The File Manager, composed of the Cabinets, Inbox and Send History, provides you with various tools to
manage secure files and e-mail. Key features are:

Finding Files that are Received and Uploaded To The Cabinet
Viewing Files that are Received

Viewing the Availability Dates of Received Files

Resending Files to External Accellion Users

Viewing Delivery (History) Reports on Files

Forwarding Files To SEC Staff

Resending Messages and Files

ocoooooo

Cabinets

The Cabinet is located under the File Manager tab.

The Cabinet is a repository where all your files are stored. In the Cabinet you can use the Search box to
search for a file by name. It simplifies your search for a particular file when you have numerous files on multiple
pages. Documents stored in the cabinet will be removed 30 days after the date they were uploaded into the
Cabinet.

11



Secure File Transfer

Cabinets

Biglow are the Sles that you have sent of uploaded:

' m N - - ~
Send Delivery Report Add Files || Search |
L" PN A LS o p -
O * tooodoae | o | sue0)|
2010 Beigrt -Cohucaraet i

r 24 Falo 2001 08239019 24 Kar 2011 25
r 3 Falo 2011 14:57:40 25 niar 2011 13
r Track Perormy i e 73 Falb 2011 14:57:40 5 Klar 2011 i
- teslo 3 Falp 2011 14:57:40 5 Kar 2011 737
- vt Besources? ot the SEC.docink 23 Falp 2011 14:57:39 &5 Mor 2011 1
[ 23 Falo 2011 14:57:3% 5 Mar 2011 1

Searching for Files

1. Type the first few letters of the file name in the Search text box.

2. Click on the Search button. A list of files meeting the criteria will be displayed.

Secure File Transfer

File Manager My Satin

Fib yard History
Irik Sand History

Cabinets

Below are the files that you have sent of uplcaded:

. =~ ~ - "\
[sena) [ DeliveryReport | [ hddFulesj E“ [ search
O [~ vooooe | Lsuecm |

— Trock Performonca Bvents_SEC_Employesfil . 23Fab 2011 14:57:40 25 bar 2011 13

.

23 Fab 2011 14:57:40 25 War 2011 o

Accelion File Transfar r

12



Sending the Files

If you want to send those files to a recipient:

1.

Place a checkmark in the box next to each file you would like to send. At the top of the column
header, the number of files selected will be displayed. This also gives you the option to click
[Clear All] to deselect all files selected.

Click the Send button.

In the To: field, enter the email address for each Accellion user. Separate each email address
with a comma or semi-colon. You can enter up to 40 email addresses.

If you have previously sent mail to an email address, you can use the auto complete feature to
select from a drop-down list of names that match the email address.

Click on Add Cc or Add Bcc to add additional mail recipients.
Enter a Subject and then enter a message.

Click the Send button.

A progress bar will indicate the upload progress.

Secure File Transfer

Cabinets - Add Files

Fil F Foicem snge File Anplat Gl
Choose Folder [File |
CReslbE [eemows)
Mgl jremove)
Uploasdireg e oot [+ of 4 Bybes]
[roos WERNNERENEERNR NN NN RN

| Fause | camcel |

An upload confirmation window is displayed.

13



Secure File Transfer

Lizer e | Logout

Cabinets - Add Files

The fplipeing fhe(s) has been suiceEslly uploaded.

= 2010 Bdgt-Charles dox (24, 58 KH)

8. Click the File Manager tab to return to the Cabinets window.

Using the Add Files Feature

The Add Files button allows you to upload files to the cabinet from a network drive or drive on your
computer.

1. Click the Add Files button.

Secure File Transfer

File Manager

Cabinets

Below ane the Bles that you have sant or uploaded:

P —~
| Send ) [

O < irooaooe | v ]
r 24 Feb 2011 08:39:19 24 hiar 2011 25
- 23Feb 2011 14:57:40 25 hiar 2011 13
- 23 Feb 2011 1457 25 Mar 2011 ]
ot 23 Fisds 2011 14:57:40 25 Mar 2011 rar
[~ Telework Rewources? of 1he SEC.docnk Z3Feb 2011 14:57:38 25 Mar 2011 1
L 23 Pl 2011 14:57:3% 25 Mar 2011 1
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2. Place a checkmark next to the Folder/Large File Applet link.

3. Click the Choose Folder/File button.

Secure File Transfer

Cabinets - Add Files

File 7 FetderfLarge Fie Applet 40
: Choose Foldaer) File

\' add | Cancel |

Aoostion File Trarster f

The Choose a file/folder (Attach limit: 10) dialog box appears.

4. Select the drive and folder and then hold down the Ctrl button and click to select each file you
want to attach. After selecting all of your files, click Attach.

Choose a file/folder {Attach limit: 8) ll
Look in Iw Local Disk () LI ¥ ..ﬁ
WS E] OPC-AD-CITRIX0G-Prinkerfowe, bxk
T [Z] result.txt
b secadmin. bat
seclog_07022010.evt
|patching. txt E] setup.log
opCITRI0E, brmp B test.txt
n3z.log trnerc. tmp
BLL.LOG £ Uninstal EXE
|5 _0_0&-windows-i586-p,exe E] werfile.bxt
nfo.bat [ windowsServer2003-KB925876-v2-x56-ENU. exe
Setup-x86-EN. msi 8 b
MxE6, exe
r.dat
4] Ix]

File name: I"test.txt" "Yes, bxt" Attach |
Files of bype: I,q|| Files ;I Cancel |

The list of files will appear on the Cabinets-Add Files screen.

15



Secure File Transfer

Cabinets - Add Files

File: ¥ FolderLarge Fie Applet €A

— T O
Choose Folder/File

FANTRODUCTION T THE SEC DIRECTORY_FINAL 2 1 11.d0cx [ramuve]

PR S
(“add | (Cancel |
e - | S— -

Accelion File Trarsher f

You can remove files by clicking on the [remove] link.

5. Click Add.

A progress bar will indicate the upload progress.

Secure File Transfer

Ui Guithd | Lotk

Lemings

Cabinets - Add Files

Fibe: F FoldgerLarge File Applet €48
. Chaose Folder (File )
GRSt [remove]
CReEbl [remn]

Uploacdng s[4 of 4 Bytes]
oo NENRRRARNRRERRRNRRNANNNAAN NN NRNRNNNNNRAARNRRRAnnn

Ilhuse-\ Cancel .\I

Accelion File Transder f

An upload confirmation window is displayed.

16



Secure File Transfer

File Manager My Settings [P

Send Histary

Cabinets - Add Files

Thee following file(s) has been successiully uploaded

» 7010 Bdgt-Charles xisx (24,58 KE)

6. Click OK to return to the Cabinets window.

The Cabinets Directory

The Cabinets directory includes the File Name, Upload Date, Available Until date, and the File Size for
each file in your file cabinet.

The File Cabinet is a temporary holding area for your files. You must transfer all files from the Cabinet prior
to the Available Until date. Your files will be purged from Accellion after the Available Until date.

Please work with your IT Specialist to determine your office’s best practices and where to download and save your
files.

17



Secure File Transfer

Haame Send File File Manager My Sertings User Guide | Logout

Send History

Cabinets

Beldow are tha files that you have sent of uploaded:

ﬁ:l | Delivery Repart i_ Add Files :f | Search :l

O [ % tpoadoae | o] saec)
n 2010 Bagt-Charkas. g 24 Felb 2011 DES3R1Y 26 Mar 2011 25
. Trock Perlormonce Events_SEC_Employpeadl . xdx 23 Feb 2011 145740 23 Mar 2011 13
~ Trock Perormance Events SEC_Employes.sds 23 Felb 2001 14:57:40 25 Maor 2011 [i]
[~ testdoc 23 Feb 2001 14:57:40 25 Mo 2011 T
u Tdipwork: Rasources? al the SEC,00¢ Ink 23 Fob 2011 145759 25 Mar 2011 1
w (=) D CREB Jnk 23 Fab 2011 145757 29 Mar 2011 1

Accellon File Transfer f

Resending Files

1. Toresend a file, click in the box to the left of the file and a check mark will appear. To select
all files, click in the box in the blue section of the header next to the Files column header.

2. Atthe top of the column header, the number of files selected will be displayed. This also
gives you the option to click [Clear All], to deselect all files selected.

Note: Only 10 files can be sent at a time.

3. Next, click the Send button.

18



Secure File Transfer

Cabinets

Below are the files that you have sent or uploaded:

salocted | Clew A
Delvery Report -\I r Add Files -:I uarch']

[ 20010 bagh-Chanes.de 24 Fab 201 1 083719 4 ar 20010

r Trock Performonce Events S50 Employoafil .. 23 Fab 2011 145720 25 par 2011 13
F Trock Performance Events_SEC_Emplovesdx 23 Feb 2011 14:57:40 25 Mar 2011 10
F  testdoc 23 Fab 20010 14:57:40 5 0ar 2001 a7
[ Telwork Resourcesd ot the SEC.docnk 23Feb 2011 145739 25 Mar 2011 1
r ork Resounoas af fhe SEC_Droff3_CEB L ink 23 Fab X1 145559 25 Mar 2011 1

Bccalion Fle Transier f

4. The Send File screen will appear and list all files to be sent. Complete the To:, Add Cc,
Add Bcc, Subject and message fields. You have one more opportunity here to remove files
by clicking on the [remove] link.

5. Click the Send button.

An upload progress screen will be displayed.

19



Secure File Transfer

Lksar Guicle | Logoud

Cabinets - Add Files

File: F FolderfLarge File Applet €
[ Choose FolderfFile )

Cohesibd [remove)
Castd fremeve]

Uploading "fes.txt' [4 of 4 Bytes)
[ioos AENANNNRNNRNNENENE RN NN ENNRNNRNNNREEN

| Pause | [ Cancel |
N J | J

Accelion Fle Transter r

A Send File confirmation window will then appear showing a list of all files sent.

6. Click the File Manager tab to return to Cabinets.

The Delivery Report

1. To view the Delivery Report for a file, first select the file by clicking in the box next to the
file name.

2. Next, click the Delivery Report button.

A File Delivery report window will appear displaying the Delivery Time, Recipient, Transfer
Time and Transfer Rate for the selected file(s).

If there is no file activity, this information will also be displayed.

A~

File Delivery [ Close Window :|

This report displays details of files delivered to recipients.
Data is available from December 1, 2010.

No file delivery activity is available for the following:
test.bd (25.25 KB)

©2000-2011 Accellion, Inc. All Rights Reserved.

Click Close Window to close the report.

20



The Inbox

The Inbox contains all messages that have been sent to you by internal and external Accellion users.
Sending a File from the Inbox
The Inbox enables you to view or forward files that were sent to you.

1. Click the Inbox link.

2. Use the Sender or File Name box to search for specific files.

Secure File Transfer

send File File Manager

Cabinets Send History

Inbox

Your Inbox lists files that have been sent to you.

’ g
Sender: | File Name: [telework (search )
Page 1 of 1 (Total: 1 file, 0.56 KB) k
( Forward Files \
- J

_. ¥ Received Date Sender File Name Available Unsil m

r 23 Feb 2011 14:59:19 idoe@anywhere.gov. Telework Resowces2 at the SEC ..ink 25 Maor 2011 1

Page 1 of 1 (Total: 1 file, 0.56 KB)

3. Once you have found the file(s) that you are looking for, check the box on the left of the file name
to select the file(s). You can also place a check in the box in the top blue column to select all of
the files.

4. Click the Forward Files button.

The Send File screen is displayed

21



Secure File Transfer

Send File Sied Dol | [ty | [ gt File

o Tec |
| Add B

Sutgect |
Fles: [F FeigertLarge | m;

w2l __ Choos Folderfile
S ITRODUCTION T THE SEC MRECTORY_FINAL ¥ 1 11,00 (356 30 KE) e
/7 DataExporxis 50 HE)
S Track Perdormance Everts SEC_Employes.alss (10 35 HE)

Fireatrng: s

= Zend me a copy
F hioaty on File Delbvery « sore
Send Cancel |

5. Complete the Send File Screen.
6. Click Send.
You will receive a confirmation screen.

7. Click the File Manager tab to return to Cabinets. Click the Inbox link to return to the Inbox.

Send History
Send History provides a list of recently sent files. It lists the Sent Date, Available Until Date, Recipient,
File Name and File Size.
Click on the Send History link under the File Manager tab. The Send History screen is displayed.
Resending a Message
Resend Message allows you to resend a message with exactly the same details as the original message.

1. Click in the button next to the message you want to resend. At the top of the column header, the

number of files contained in that message will be displayed. You can choose to remove

documents from that transmission by clicking in the checkbox next to the document name to
remove the checkmark.

2. Click the Resend Message button. The Send File screen is displayed. Notice that the To: field
contains the email address of the original recipient.
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3. Complete the Send File screen and then click Send.

The original message and files contained in that message will be sent back to the original
recipient.

You will receive a confirmation screen.

4. Click the File Manager tab, and then click the Send History link.

Resending Files
Resend Files allows you to send files in Send History to another recipient.
1. Click in the button next to the message you want to resend. At the top of the column header,
the number of files contained in that message will be displayed. You can choose to remove

documents from that transmission by clicking in the checkbox next to the document name to
remove the checkmark.

2. You can also click [Clear All] above the Resend Message button to remove all of the files.

3. Click the Resend Files button. The Send File window is displayed.

4. Complete the Send File window and then click Send.

The files will be sent.

A confirmation screen will be displayed.

5. Click the File Manager tab, and then click the Send History link.

The Delivery Report

To view the delivery report for a message, click on the magnifying glass next to the Sent Date.
The File Delivery report for that event is displayed.

Click Close Window to close the report.

Logging Out

Click on the Logout tab to exit Accellion.

Do You Need Help?

If you need assistance using Accellion, contact your IT Specialist.
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