After accessing our file sharing site, you should be taken to the following page where
you will need to click on the button labelled “Login” in the bottom left corner of the
screen:
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After entering your user name and password, you will see a virtual desktop where you
will need to click on the “File Station” icon:
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This will open a window that can be used to send and receive files. By default the
“home” folder should be selected (the text will be orange) on the left hand side;
however, if it is not selected click on the word “home”
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From here you can simply drag the files you would like to send to us over and drop them
in the large white space of the File Station window as shown below (ensure that the
white space has turned grey with the dotted outline):
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If you are having trouble dragging and dropping and the file is not uploading, click on
the “Upload” button instead and choose “File” and then select the file you want to

upload from the window that opens:
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You will then be asked how you would like the system to handle files with the same
name. Choose “Rename if a file exists with the same name” and click “OK”:
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While the file uploads, you will see a small inbox icon with paper moving up and down in
the top right hand corner of the File Station window, as shown below:
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After the file has been uploaded, this icon will disappear and the file will now be listed in
the large white space of the File Station window along with any other files that you have

sent to us:
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When you are done uploading files, click on your username in the top right corner of the
screen and choose “Logout”:
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