Instructions for Using the USO-FX
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USO-FX Secure File Exchange User Guide

Downloading a file from USO-FX

When you are sent a file to download, you will receive an email with the subject
New document available via USO-FX and from
do-not-reply@atomwide.com

When you open the email you will see the following message

“A new document has been uploaded by <Name of sender> from
Barnet LA or Council in Barnet and is now available for
download from the USO-FX system within
https://support.lgfl._org.uk/secure/default.aspx *

You need to click on the hyperlink and it will take you to the following page.

= ax - JET=NE
@" Shire—https3A%% 2F %2F sUpport % 2ElgFl%s 2Eorg %2Euk ¥ 2FShibboleth e 2Esso% 2P SAML7.2FF v || 28 || 2| | [Gooale o~

Eile  Edit  Wiew F; tes Is

Coogle[C~  ~|®4 O B~ ™M ~ | € sookmarke~ [Sh31 blocked | %5 Check ~ % Autalink T Autoril (o Send taw () settings~

V@ @ Atomwide USO login || G - ) - @2 - [hPage - (GF Tools ~ 7

=l
LONDON

Username: [l (e.g. jsmith.123)
Password

Login

A service for the London Grid for Learning community provided by  network selutions

=
LT et s |

Enter your normal username & password (example username: dtobin.302) & your
password then click “Login” and the next screen should appear.

The announcements may be different and these can be ignored.
A Uso Support Site - operated by Atomwide - Microsoft Internet Explorer g@[

Fig Edt View Favoites Tools Help

GEatk -Q \ﬂ @ 7;‘} /-‘:Searth \;T:{’Favmte; & - &8 @

Addvess | ] https: [fsupport. gfl.org.ukjsecure/default.aspc v Do ks &
Home Site map

Related sites:
LONDON
a GRID FOR LEARNING

| Mty Account H Netwark Status H Service Desk H User Accounts H Email H EMS H USOFX H Resources H General H Logout ‘

Announcements
Topics Affects Last update Summary
Cther  LGIL 191082009 12:34.00 LGIL Staffmai kelsted merw items moved from User Accounts tab to new E-mailtab. Details
Cther LG Sussex 31107/2009 02:50:00 The “oid" Usersisite is now closed Details
Cther LG Sussex 310712009 02:43 00 E-mailed suppor} cueries no longer supported Details

This service for the Londan Grid for Leaming is supported by

etwark solutions

Select “Download a file” from the USO-FX menu
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Following screen will open, listing all the files that are available for download

2 USO Support Site - operated by Atomwide - Microsoft Internet Explorer

File Edit Wiew Favortes  Tools

B
Help *
Q= O HEAG Poo s @ 35O
Address |gj Fttps: fsumport.Jofl,org.ukjsscurefusoffie_dowrlaad, asp v| G Liks @~
Home : USO-FX : Download a file

Reiated sites:

- LONDON
[ ooc IR

Site map

GRID FOR LEARNING

| My Sccourt ” Metwork Status ” Service Desk ” User Accounts ” Email ” SMS ” USO-FR ” Resources ” General H Logout ‘

USO-FX: Available Downloads
Document Size Upload date
Delete  Test File

From
22.0kB 24 Aug 09,09:35

Siva Sang from Barmet LA or Council, Barnet
Haver aver filename io see notes...

Once you have vigwed andior saved & document, and you are sure that you wil not need to download it again, plesse click the Delete! link.

This service for the London Grid far Learning iz supported by

network solutions

Click on the link below the heading “document”, and the following screen will appear.

File Download

%]

Do you want to open or save this file?

@ Mame: Test File, xls
Hl

Type: Microsoft Excel Worksheet
From:  suppart.lgfl.arg,uk,

Open ] [ Save ] I

Cancel
Always azk before opening this twpe of file

While files from the Intermet can be uzeful, zome filez can potentially
harm pour computer. If you do not trugt the zource, do not open or

zave thiz file. WWhat's the risky

Save the file to your computer in a location of your own choice.
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Receiving more than one file

If you are being sent more than one file then these will be contained in a Self-
Extracting Zip file. The instructions for downloading this type of file are exactly the
same.

When you have saved the file to your computer you then double click the file and the
following screen will appear.

WinZip Self-Extractor - tesr[1].exe il
To unzip all files in tesi1].exe to the specified folder
prezs the Unzip buttan, —

Fiun Wingip |

Cvia~1 SAMMLOCALS ~ 15T em Browse... | Cloze

¥ Devenvwite files without prompting - |
Help |

IInzip ko folder:

Click on the Browse button and select the place you want the files to be saved.
For example C:\temp

S

= WinZip Self-Extractor - terst.exe

Tounzip all filez in terst. exe to the specified folder

- Unzi
prezz the Unzip button. A

Run ‘windip

IInzip to folder:
|I::"~tem|:u H Browse. . l

o
fa
o
b

Dvenarite files without prompting Abhaut

Help

The click Unzip and you will receive a message to say that a number of files have
been successfully unzipped. You can then go to that location to see the files.

Please remember to log off when you have finished.
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Uploading a file to Barnet LA or another Barnet school

Logon to USO-FX

Open the internet explorer and type in the following url address:
https://support.lgfl.org.uk/

The following screen will open.

/2 London Grid for Learning Support Site - Windows Internet Explorer

. (=13
6@' [ hitpssifsuppart gl arg.ukd =L [[#2][ ] [oeae (2]~
Eils  Edit View Favortes Tools Hep
Google (G- ~|eo {5 D B - 1~ | ¥ Bookmerks~ 31 blocked | % check + 8 Auelink ~ - AutoRl s Send o () Settings~
O gt |- | @ Londen Griaor Leaming ... x | @ lank pogs || % - B - b v srEage (0 Tools v 7
=l
WELCOME TO THE
GRID FOR LEARNING
SUPPORT SITE
You are connecting to support.Igfl.org.uk from 20.254.147.52
Find out how to obtain
Uso an LGfL USO username FAQ Read the support FAQ.
and password.
Change the password If you are a member of staff at a school or
for your LGfL USO LA in London, then you can log in to the
account. secure area of the support site.
Call the London Grid for Learning on 020 82 55 55 55
Find out more at www.Igfl.net
|
[T [ [ reemet 0% -
Click the icon “padlock”
/2 Atomwide US0 login - Windows Internet Explorer - [oi x|
@: ~ |8 https:ffidnt oM. org. ukshibboleth/Hs?shire=https %, 34 2F % 2F support %2EIgf % 2E org . ZEuk . 2F Shibboleth%:2Essa% 2FsAML%2F = || T4 \EHZI [cangle |2
fle Edt Wew Favortes Iools Help
Google [C- ~|aod 5 D EF v M v | ¥ Bookmarks~ B a1 blocked | % check v Autolink » | Auteril [ Sendtow () Settings=
@ atomwide SO login | | 9~ B - = - rpage - (O Tooks -

Bl
LONDON

Usemame: || (e.g. jsmith. 123)
Password:

ATOMWIDE

A service for the London Grid for Learning community provided by: network solutions

-]
Done T T & mkernet 100% v g

Enter your normal username & password (ex username: abcd.302) & your password
then click “Login” and the next screen should appear.
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3 USD Support Site - operated by Atomwide - Microsoft Internet Explorer.

Fle Edt View Favorites Tooks  Help

Qe - () \ﬂ @ h /,-“Search \:;w:fFavnmte; Q@ B :7 e

address | ] betps:fjsupport afl.org.ukfsecure/deFault aspx v\ Be s &
Home Site map

Related sites:
LONDON
a GRID FOR LEARNING

| My Account H Netwark Status H Servics Desk H User Accourts H Email H ShS H USO-FX H Resources H General H Logout ‘

Announcements

Topics Affects Last update Summary

Cther  LGIL 19/08/2009 12:34:00 LGL Staffmai related menw items moved fram User Accounts tab to nevw E-meil tab. Details
Cther  LGIL Sussex 31107/2009 08:50:00 The "old" Users site is now closed Details
Gther LG Sussex 310712009 08:4300 E-mailed support queries no longer supported Deteils

This service for the London Grid for Leaming is supported by e alutions

Click on the USO-FX tab and select “upload a file” from the menu and the following
screen will appear.

2 USO Support Site - operated by Atomwide - Microsoft Internet Explorer

File Edit Wiew Favortes Tooks  Help

;'r
eﬁatk A > | |ﬂ @ h /,-‘ISEarth ‘iqt(FavnnlEs €‘3 3~ :; _] @
sddress [4] https: [fsupport.Igfl. org ukjsecure usofx tonks File_upload. s ViR ks & -
~
Home : USO-FX : Upload a file Site map

Relfated sites:
LONDON
a GRID FOR LEARNING

‘ My Acoount H Netwvark Status H Service Desk ” User Accounts ” Email ” M3 ” USCFX ” Resources H General ” Logout |

USO-FX: Upload a new file
Start by defining who should receive copies of your file...
Restrict recipient list to users who have registered OTP tags?

Specific users

Find a user

Authority: fBarnet A\ First name: 3
%\ Barnst LA or Council V\> Last name: q

Username Has OTP?
Hone - 2
] e I

Group name

-

) qroups

(-

Mong

All staff who match specific school or profile criteria

Authority:
Schoal: | -- any of the below ~|
Prafile: [ -- any of the below v v
&) Done

S @ Internet

' start EEY 7 [mow w GBS G @@ 10

The first step in the process is to select the email address of the recipient. This is a
secure email system and only the registered individual user can access
(send/receive) the contents using their own username & password.
Under the heading “Find a User”,
1. School: select the receiving school or organisation. To send data back to
Barnet, select “Barnet LA or Council”
2. Enter Last name of the recipient if known
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3. Enter First name of the recipient if known
4. Click “Search”

5. Un-tick the check box next to “Restrict recipient list to users who have
registered OTP tags?”

If the recipient is set up to use this system, the details will appear as shown below.
Click on “Select”

-2 USO Support Site - operated by Atomwide - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe=- Q- [x] A D search ' Favories €2)

Adess | 42] https:/support.lafl.org ukfsecure/usofxjtools file_upload. aspx

v e Lok
Home : USO-FX : Upload a file

Site

Related sites:

e
BLOG @

LONDON

GRID FOR LEARNING

‘ My Accourt H Metwork Status H Service Desk H User Accounts H Email H SME H US0-FX H Resources ” General H Logout |

USO-FX: Upload a new file

Start by defining whe should receive copies of your file...

Restrict recipient list to users who have registered OTP tags? O

Specific users

Find a user

Authority: | Barnet

Types: [SF oty @

Username:

|

school: | Barnet La or Council

/—\/ Username First Name LastName Email Role DCSF School Authority
<\_/’§e\ect dtobin.302 David Tobin david tobin@barnet.gav.uk Staff/Contact  302-0000 Barnet LA ar Council Barnet
Username Has OTP?
Mone -
] s I

The recipient detail will appear as shown below.

<2 USO Support Site - operated by Atomwide - Microsoft Internet Explorer

File Edit Wiew Favorites  Tools  Help

Qe - () \ﬂ E] 'lj ) search ‘in:/Favuntes ) - \.7 J®

Adress [{€] httpssifsupport.Jgfl.org.ukjsecurejusofftaolsfie_upload. aspx

Home : USO-FX : Upload a file

v Be ks &

Site map
Related sites:

e
BLOG @

LONDON

GRID FOR LEARNING

| Mty Account ” Metwork Status H Service Desk ” User Accounts “ US0-Fx H Resources H General ” Logout ‘

USO-FX: Upload a new file

Start by defining who should receive copies of your file...

Restrict recipient list to users who have registered OTP tags? [
Specific users

Find a user

ypes: [St oty @

Autharity: | Barnet

Schoal: | Barnet LA or Council

Username  First Name Last Name School Authority
B Barnet LA or Council

Username

Has OTP?

dtobin.302 No Celets
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Scroll down & Click on “Next”

Username Has OTP?
dtobin.302 Mo Delete

MMy groups

Graup name

Mong
All staff who match specific school or profile criteria
Autharity:
School: | -- any of the below v
Profile: |- any of the belaw -

Classifications: Mursery? Infants? Juniars? Primary? Secondary? Special? PRU? Other?

Mo school or profile criteria have been specified.

This window should appear and click “Next” again.

A Uso Support Site - operated by Atomwide - Microsoft Internet Explorer:

File Edit View Favorites Took Help i
v NG ufn‘;: r -
GBack ? \ﬂ @ |/ Search J.( Favorites \t = @
Address @jhttps:Hsuppurt‘IgH.org.ukjsecurajusufx;‘tau\sjh\e_up\aad.aspx v Go  Links @ v
Home : USO-FX : Upload a file Site map

Reiated sites:

LONDON

@ GRID FOR LEARNING

| My Account ” Metwvork Status H Setvice Desk ” User Accounts ” Email “ Us0-Fx H Resources ” General H Logaut ‘

USO-FX: Upload a new file

RN R R R R R R TR R R R R R R R T R RN R PR R R R R R T RN TR N AR R A AR AT R T

The fallowing users will receive your file... 7/\

Username First name Last name School Authority Profile Criterion
dtobin.302 David Tabin Barnet LA or Council Barnet ° 0

The next screen will appear.
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<2 USO Support Site - operated by Atomwide - Microsoft Internet Explorer

File Edit Wiew Favorites  Tools  Help

OBack -9 ﬂ E’I ;j /VVSEarch \in'\}’Favontes & TN @

—
Address |8 https:ifsupport.lafl.org.ukisecurefusafxtaolsifile_upload, aspx v Go |Lnks @
Home : USO-FX : Upload a file Site map

Related sites:
S LONDON
d GRID FOR LEARNING

| My Account ” Metweork Status H Service Desk ” User Accourts “ LSO H ResoUrces H General ” Logout ‘

USO-FX: Upload a new file 46}
Title:
Description: 4)

File: Browse. ..

Ready; max file size = 8MB
Acceptabis file types: .csv, .doc, docx, .aif, .jpea, .ipg, .pcap, .pdf, .pna, ppt, pptx, txt, xls, xlsx, X
There is disk quata of 3200MB currently being enforced for your authority, and 0.4% of this has been used
[Jemail me whenever the document is downloaded?

—{ [“]Delete document autornatically when all recipients have acknowledged it?
[CJFaree delete of document at the end of the following day |31 Aug 2009

ol

Type in a title for the file you are uploading

Type in a description for the file you are uploading

Click on “Browse” and locate the file you want to upload

There are 3 options available for the management of the uploaded file. You
can tick/un-tick according to your preference

5. Click “Finish”

PwnE

On completion of the above step, this secure email system will generate an
automated “notification email” to the recipient.

September 2009 8




USO-FX Secure File Exchange User Guide

Uploading more than one file

If you have more than one file to send then you will have to send each file separately
or zip the files together. The files are placed in a self-extracting zip file that can then
be uploaded. The receiving person would then follow the instructions, Receiving
more than one file, on page 3.

Creating a self-extracting zip file

The benefit of a self-extracting zip file is that the receiving person does need to have
a copy of WinZip installed on their computer to open the file.

To create a self-extracting zip file you will need a copy of Winzip or equivalent
software installed on your machine. The following instructions are based on using
WinZip, other programs will be similar.

Open WinZip, select the Classic option if asked.

o yfinZip
File Actions “iew Jobs Options Help
" 5 | =1 i rf.' 1;‘-.\
1 i || | = <, ’ - . b
Q (s @ ; : § @ 6
T Cpen Favorites ‘izard Wigw Skyle
Marme Type Modified Size
< >
Choose "Mew" ko create or "Open” to open an archive 6 I;)

Click the New button, which will create a New Archive. This will eventually become
the self-extracting zip file.

You now have to select where to save this file. The example on the next page will
create a file called Test.zip and it will be saved in My Documents.
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L‘

ky Documents

by Computer

Save i | E} fy Documents

vl Q2 e -

i (raccess!
ﬁ |5 archives
by Fecent IC)Backup
Documents cdcache
== IS David
=
|. |5 Downloads
Desktop IC)eRoom Files For OFfline Editing
I el
I export

My Data Sources

Dy Music
1My Mokes
[CS3My Password Recovery

E‘My Pictures
M';.-' Shapes
@M‘y‘ Videos
[CS)organisastional Accreditation
[T outlook
[ﬁpictures
[ﬁpuwerpnint
[ﬁsettings
CTemp

[ Transport Review
[Ty virtual schoal
[yword

[AZIREMIT

File narne: | Test

v

ok ]

o

Files of twpe: |2i|:| filez

v|

Py Metwork,

Click OK. You then need to find the files you want to add to this zip file.
The example on the next page has gone to the folder My Documents/Word and |
have selected 2 files.

Add
Look in: | (== word w | [ B e
i__
Dezktop
kdy Docurments
by Computer
by Bl etvork
Places File name: "Docd doc' "Docl . doc" b | Add
Achion: |Add [and replace) files - | Ad with wildcard
L ; — Compression
Split Zip file: | Don't =plit L
== = | il il | Current: Legacy [ip 2.0 Compatible]
| | [ LChange Compreszion...
- Options - Falders — Archive Attributes —
[] Encrypt added files [] Save full path info [1Include anlw i archive attibute iz set
Include system and hidden files Ihclude subfolder: [ Reset archive attribute

Then click Add.

September 2009
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The next screen will appear.

™ yfinZip - Test.zip

File Acktions View Jobs Ophions Help
*__:t'-h ) :! ".\- "\' Is . "\' % .'\i 'I = w "\' g
Ty Cpen Favorites Add Extract Encrypt Wiga Checkout
Type Modified Size R
Microsoft W...  03/09/2009 14:30 26,112 J
Microsoft M., 03/09/2009 14:30 26,112
£ ¥
Selected O Files, 0 bytes Tatal 2 files, S1KE a0

Select Actions and then Make.Exe File

) Winfip - Test.zip

File BGUEEERES Wiew Jobs  Options  Help

( T add.., Shift+a ‘l i | i | r e 4 B
: : A L& é 5 i
< Delete. . shift+D |5 s IE w | g w; |
1 THExtract. .. Shift+E add Exkract Encrypk Vigw Checkout Wizard
Wiew, ., Shift+y
arr & Twpe Modified Size H
I o Micrasoft ... 030902009 14:30 26,112
¥ Mi FEwd,,, 030902000 14:30 26,112
2l Select Al Chrla crose o3 .
Inwverk Selection N
Select Files, .. 3
# Make ExeFile  sShift+k 1
fiimg U lencode Shift+0L | &
1% Spli. . Shift-+H &
) Encrypt... Shift4-y i
o+ Test Shift+T
% [=5] checkout, . Shift4+Z -
Creal o b01ver03home4$ David, Tobin| Test. zip 6 O

The next screen will appear and hen click OK
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WinZip Self-Extractor Personal Edition

Create self-extracting Zip file From; oK

:IFI'IEE"r'-'IE:'-EI'-.-'in.Tl:ltliFI'ITEfSt.Ei [ Browse, ., ]

Close

Defaulk "Unzip To" Folder: About...

il

| | Help

Blank, entry means user's TEMP= folder
Spanning Suppork

(%) Ma spanning

(") 3afe spanning method

() 0ld spanning method

orverwrite by default

After you have clicked OK the next screen will appear, click No.

Windip Self-Extractor, Personal Edition

"\ LEEO1YEROZ HOME4$\DAYID, TOBIMTEST EXE' has been created From "\LEEDLYEROS\HOME4$\DAYID, TOBIMLTEST. ZIF",
Before distributing the EXE file, please be sure ko kest it in all karget environments.

Do wou wank ko kest it now?

| Yfes i [ Mo ]
The final screen will appear and click Close
Winfip Self-Extractor Personal Edition
Create self-extracting Zip file Fram: ok

|| | [ Browse, .. ]

Close

Default "Unzip To" Folder: About...

e

| | Help

Blank entry means user's TEMP= folder
Spanning Suppork

@ Mo spanning

(") 5afe spanning method

{3 0ld spanning method

Crvverwrite by default

Your file <name>.exe will now have been created in the location you have specified.
Now follow the instructions, Uploading a file to Barnet LA or another Barnet
school, on page 4.
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Contact Detalls

If you have any problems then contact one of the following members of the Research
and Management Information Team:

Jane Elliott 020 8359 7621
David Tobin 020 8359 7274
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