.®
(1]

WCBSE

Transferring files to the Hosted PASS platform

This document covers the process for uploading and downloading files. There are two ways to download
files and both methods are covered.

Logging in
1.

Go to your PASS Hosting Portal and login.

2. Once logged in click on the toggle at the top in the middle, which will display a group of additional

P n
1 55 Documents

m Microsaft Excel
m Microsoft Word

Logoff

The definition of each icon is below.

Uploading Files

1.

Full Screen

Upload from File Manager

PC to Server (Upload/Download)

Clipboard Download from
Server to PC

Click on the second icon to upload from PC to Server.

2. You will be prompted with a dialogue box to navigate to the folder containing your file.
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3. Select the file as directed below.

Organise + New folder

Name

1. Select the File

2. Confirm it's selected

File name: | Upload

3. Click Open Open Cancel ‘

4. The file will be uploaded by default to the Documents area, once that’s been uploaded go to
Documents.

Remote App

=) PASS Documents

Microsoft
Outlook
[' Microsoft Excel
m Microsoft Word

Change Password

Logoff
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You will be able to see the file you have uploaded.

| J | = | Documentss TS 2
Home Share View

1 = » ThisPC » Documents5 (WTSHZ) »

Mame

Date modified

# Quick access
[ Desitop
< Documents

& Downlgads
= Puctures

O This PC
& CDDrive (0

i Network

Admissions
Afhace
Aszessments
Entrance Exams
Esternsl Exsms
General

Logs

Masders
Mominal Import
Phatographs

QR import
Ternp
WCBS Temp

= =

20items 1 item sefected O bytes

Downloading Files

There are two methods for downloading files, the first is similar to uploading and the second uses the right

click menu on a file.

Method 1

1. Click on the fourth icon.

Upload from
PC to Server
Clipboard

Full Screen

File Manager
(Upload/Download)
Download from
Server to PC

2. Double click the icon to expand the files and folders.

WCBS



Download selected files

3. Scroll down to the file or double click the icon to expand the sub folders.

(39 Select files

=g 2

- @ Admissions
-[Jr& Mlbacs
% Assessments
-[J-& Entrance Exams
% Extemal Exams
- )@ General
% Logs
~Jr@ Mailers

% Mominal Impaort
% Photographs
EE% QR impart
% Temp

- Jr@ WCBS_Temp
|

W
_ .

| Download selected files |

4. Tick the file you want to download then click download selected files.
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E['% Extemal Exams
E@ General
E['—% Logs

E@ Mailers
E['% Neminal Import
E['% Photographs
E['% GR import
- Temp

[ Jra WCBS_Temp

|
PassGrid.Ini

-] TESTesv

: Upload Test txt
: USER .ini

Download selected files

1. Select the

file to download 2. Click to

Download the file

Method 2

Another way to download files is to go to the Documents shortcut and right click on the file and
click on the WCBS option then download.

Name Date modified Type Size

@ Pm&mrmm?m \ O ST PO S A £l LiAL
B testodbc T§ wess —— Download

Open

New

If you have any further questions please contact WCBS Support by calling 01458 833055 or emailing
support@wcbs.co.uk.
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