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Introduction

This user guide has been created to help you navigate our secure file transfer
service. Before you can use the service, you will need to be set up with a personal
login and password.

UCAS will set up logins for all primary correspondents. If you require other users
within your college or university to have access, the request for this should come
from the current primary correspondent.

We expect you to keep your login confidential and ask you to request additional
logins if you need other users to access the service rather than sharing a login.

First Notification

The Primary Correspondent for each provider will be set up with an account on the
file transfer service. A notification email will be sent out requesting that the primary
correspondent logs into the service and changes their password.

The service can be accessed from the link in the email, from the member’s area of
ucas.com or directly from this link: https://transfer.ucas.com/

You will see a sign-on screen like this:
Please note that different internet browsers may look slightly different.
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‘@transfer.ucasenvironments.com 1 ‘ @ v v [ @ v Pagev Safetyv Toolsv @v >

| UCAS

English - Francais - Deutsch - Espafiol

Sign On

Security Notice
You are about to access a secured resource.
transfer.ucasenvironments.com reserves the
Password: eesesses| right to monitor and/or limit access to this

resource at any time.
& Sign On

Username: test1

Need Help? Tech Support - Online Manual

Forget your password? Request a password change

I € Internet | Protected Mode: On Y3 v H100% v

Your Username will be your email address.
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The first time you log in, you will be asked to change your password. You will see a
screen like this:

‘@transfer.ucasenvironments.com: Test Userl ’ ‘ ﬁ 7 v [ = v Pagev Safetyv Tools~ @' I

UCAS |

Signed onto transfer.ucasenvironments.com as Test User1 (testl). My Account | Sign Out

>

g ;'erg:rs 0 You are required to change your password now.
D

Packages

e & My Account (Test Userl)

Find File/Folder:

Change Password...

£ Find File

Go To Folder: Requirements:

/ (=]

m

« Must be at least 8 characters.
« Must not contain or resemble Username.
- « Must contain at least one letter and one number.
« Must not contain dictionary words.
« Must not match any of the previous 2 passwords.
Need Help? — |
Enter your New Password:

@ online Manual
@ Tech support Enter your New Password Again:

Now press the "Change Password" button: | Change Password

Powered by MOVET

Done € Internet | Protected Mode: On Y3 v H100% ~
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Your folder

Once you have successfully logged in, you will see the home folder for your provider.
This is shared by any members of staff your UCAS Primary Correspondent has
requested.

‘@transfer.ucasenvironments.com:TestUserl [ ‘ ﬁ v v 3 @] v Pagev Safetyv Tools~ @v ”

UCAS

Signed onto transfer.ucasenvironments.com as Test User1 (testl). My Account | Sign Out

Packages 0 Changed password OK.

< Logs

Find File/ Folder: @ / Providers/ A20/

Go To Folder: | / [Z] £ Go To Folder
£ Find File : :

Go To Folder:

&
|

Need Help? There are no files or folders in this folder.

Folders and Files

@ Parent Folder

@ online Manual
@ Tech Support

Upload Files Now...

Powered by MOVET v -
Select a folder: | / Providers / A20 |Z|

7 CLICK HERE to Launch the Upload/Download Wizard...

€ Internet | Protected Mode: On Y3 v ®100% «

Page 5 of 9




You will be sent an email when there is a new file to download.

—
- New Files Notification - Message (HTML)
Message ‘

®

:& Jﬁ ;% x L\L\_‘I _\) j % & safe Lists ~ Y 3 #AFind

. (2 Related ~
Reply Reply Forward | Delete Moveto Create Other | Block | jpotjunk | Categorize Follow Mark as
to All Folder~ Rule Actions~ | Sender - Up~ Unread W Select~

Respond Actions Junk E-mail £ Options ] Find
From: Transfer Sent: Fri 25/07/2014 15:40
fl To: Helle Stenneke
Ca
|| subject: New Files
N =
U - - ]
(| L 1 New File Available
i
L] /Providers/A20
: File Name Date and Time Size Uploaded By Tracking ID
TestFile.txt & 7/25/2014 3:37:53 PM 9 UCAS System - MOVEit Central 115972083
(|
|
| Please click the "File Name" of any file above to view more information about or to download a particular file. You may be prompted to sign on with your username and password before continuing. 3
Regards,
transfer.ucasenvironments.com Notification Service
|
'l | The integrity symbol ('8) indicates files which have been uploaded using a MOVEit client which supports cryptographic integrity checks.
i
|
-
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To access these files, log into the service and your home screen will list the files
available to download.

‘ (& transfer.ucasenvironments.com: Test Userl ] far v [ d® v Pagev Safetyv Teols~ @~ ” ‘N
N |
i
i
L
\
Signed onto t sfer.uc i com as Test User1 (testl). My Account | Sign Out
0 Home
3 Folders B .
@ rackages @ /Providers/ A20/ '
Logs
Find File/Folder: Go To Folder: | / E| @ Go To Folder
\ |
! Folders and Files
Go To Folder: U
| ‘ / [=] Name Created Size/Contents Creator # (& Actions
@ Parent Folder
f [} L Testfile.txt & 7/25/2014 3:37:53 PM 1KB UCAS System - MOVEit Central - & Delete - Download
Select Files: All - New - Old - None
Need Help? E
e T TR T Selected File/Folder Actions:
Tech Support Perform Action: Delete g SendFiles... Download
@ rech rf x [ [
[l Copy/Move Options: To Folder: | / Providers /A20|z|
Powered by MOVET Advanced Copy/Move Options >>
Upload Files Now...
Select a folder: | / Providers /A20|Z|
I -7 CLICK HERE to Launch the Upload/Download Wizard...
:Done @ Intemet | Protected Mode: On 3 v ®100% ~

Select the file(s) to be downloaded and press Download.
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- E »
‘gtransfer,ucasenvironments.mm:TestUserl ﬁ 4 >3 @ v Pagev Safetyv Tools~v @v

UCAS

Signed onto transfer. i com as Test User1 (testl). = il oo
' Home
3 Folders H i
B racoges | [Providers/ A20/ TestFile.txt
< Logs (ID # 115972083 ) (New)
Find File/Folder:
File Actions

£ Find File

Go To Folder: ‘
Delete - Rename
! (=]

Need Help?

Download - Send As Attachment - Mark Not New

m

File Information

Uploaded by UCAS System - MOVEit Central (ucassystem-moveitcentral) at 7/25/2014 3:37:53 PM from (Hidden) via M€ MOVEit Central 8.0.0.0

File Size: 9 bytes # of Downloads: 0
Integrity Verified: Yes (¢ A SHA-1 hash has automatically been used to confirm this file is identical to the original file from which it was uploaded.

@ online Manual
@ Tecn Support

Powered by MOVET

File Log

Time/Date User Action L
7/25/2014 3:40:12 PM Automation Sent new file notification to Recipient

7/25/2014 3:40:12 PM Automation Sent new file notification to Recipient Test User1 (h.stenneke@ucas.ac.uk)

7/25/2014 3:37:53 PM UCAS System - MOVEit Central Uploaded file "TestFile.bxt" from (Hidden); integrity verified; upload took 0.266 seconds (34 bytes/second)

€ Internet | Protected Mode: On ‘A v ®10% v

Your browser will present you with a dialog on what to do with the file. Note that
this differs for each browser:

. ==

File Download

]

You are about to download a file.

File name: TestFile.txt
From: /Providers/20

Would you like to open the file, or save it to your computer?

"Opening" a file means downloading it to a temporary directory, and then running the
associated program, if any.

Save Cancel

[~ Automatically open/save files like this (% txt) from now on Configure |
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Notes on file retention

The purpose of this service is file transfer; it is not a system of record.
When we make files available using this service they will remain available for
download until we remove them.

While there are File Actions allowing you to delete files from system, any files that
are removed by you will be re-transferred automatically after a short time and will
result in you receiving an additional email notification of transfer. We suggest you do
not use this function.

We are not currently allowing the uploading of files. Anything you upload into the
folders will be automatically deleted.
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