Ga til https://bufetat.sharefile.eu

1. Logg inn med Company Employee Sign In

Citrix ShareFile

Company Employee Sign In Signin

ShareFile is a safe, secure method for sharing files. To access, use ™~

your Active Directory credentials Email
Password
v
O Remember Me Forgot Password?

Please log on

User name bjcon

NetScaler with

Unified Gateway Password  [RTTIITER

2. Filene fra Iron Mountain blir lagt her Folders/Shared Folders.

Citrix ShareFile 1 Wep A logou

N—_— P~ shared With Me



https://bufetat.sharefile.eu/

3. For a bestille filer, klikk pa Dashboard og velg Request Files.
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4. Velg Get a Request Link.

Request Files

Request With ShareFile

Regquest items securely by using the
ShareFile Messaging system

5. Klikk pa Edit, for & velge hvor filen skal bli lastet opp.

Get a Link

Requested files will be uploaded to:

= File Bax

{-ﬂ Edit Link Opticns
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Get a Reguest Link

Copy a link and share it in an email.
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6. Velg mappen Filer fra Iron Mountain og klikk Done.

Upload Location

+ £ File Box
+ [T Parsonal Folders

- [ Shared With Me

+ [ Filer fra Iron Mountain

+ [T Faverites

7.1. Klikk pa Edit Link Options, for a sette kriterier pa lenken, og deretter Done.

Requested files will be uploaded to:

P~ Filer fra Iron Mountain Edit

{G} Edit Link Options

Get a Link

7.2

MNotifications
B Email me when files are uploaded

Security
B Require recipients to enter name and email ()
Access expires

after a week s

El




8. Klikk pa Get a Link.

Requested files will be uploaded to:

= Filer fra Iron Mountain Edit

{@} Edit Link Options

Get a Link

9. Kopier og lim lenken inn i en e-post i Outlook.

|I1'_[;_'-§:_-"_-'I:.|rrlta: sharefile.eu/r-rab244b9643e40983a | ‘ Copy Link

Requested files will be uploaded to:

F Filer fra Iron Mountain /M

10. Skriv inn strekkoden og send bestilling til ordre@ironmountain.com

= Send @ Leggwved ¥  Beskytt Forkast s
Til ordre@Ironmeountain.com
Kopi

Bestilling fra Bufetat

Hel

Her falger bestilling pa felgende saksmappe Xx000000000000000000
https://bufetat.sharefile.eu/r-r4b244b964304098a

Med hilsen
Bjg#rn Conradsen
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11. Du mottar en kvittering i Outlook om at filene er sendt fra Iron Mountain.

tir. 30.10.2018 22.19

N

noreply@sf-notifications.com
ShareFile Activity Notification
Til  Bjern Conradsen

@ Hvis det er problemer med hvordan denne meldingen vises, kan du klikke her for a vise den i en nettleser.

Klikk her for & laste ned bilder. Outlook forhindrer automatisk nedlasting av noen bilder i denne meldingen for & bidra til & verne din private informasjon.

°
Notification Summary

Below is a summary of upload and download activity on folders for which you've chosen to be
notified.

Uploads

Filer fra Iron Mountain

Name: status regionskontoret.docx
Size: 14.17 KB - Created: 10/30/18 5:18p
Creator: Rolf Kullander [rolf kullander@bufetat.no] (Barne- ungdoms og familiedirektoratet)

Download These ltems B

Downloads

There is no download activity to report.

12. Ga til Shared Folders, marker filen du har mottatt og klikk Download.
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13. Klikk pa pilen ved Lagre og velg Lagre som
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14. Windows-utforsker apnes. Klikk deg ned til F-omradet og velg Filer fra Iron Mountain — Intern

sone eller Filer fra Iron Mountain — Sikker sone, for a lagre filen.

= Felles (\\301-FIL04) (F:)

mv L~ Computer + Felles (301-F1L04) ()

Organize ~  New folder
@ Documents :I Name * I Date modified | Type
J’ Music Al e Fold
EI Pictures . Altiris 25.10,2018 14:15 File er
E Videos . Arkivgruppa 17.11,2016 19:51 File folder
| Bestillinger 15.03,2018 03:06 File folder
E|;-;J Computer . BSA 25.10,2018 14:15 File folder
= #® Felles (\\301-FIL04) (F:) | Fem hefter - et verktoy for det kommunale b...  22.09.2015 04:34 File folder
i Altirs J Filer fra Iron Mountain - Intern sone 05.11,2018 12:57 File folder
. Arkivgruppa
. . Filer fra Iron Mountain - Sikker sone 02.10.2018 11:23 File folder
. Bestillinger
| BSA | Fullelektronisk Arkiv 12,05,2017 13:53 File folder
| Fem hefter - et verktoy for det kommunz | IE 22.09.2015 04:34 File folder
| Filer fra Iron Mountain - Intern sone . Innkjspzanalyse 27.04,2012 09:01 File folder
. Filer fra Iron Mountain - Sikker sone J Kommuneundersgkelsen 22,10,2012 08:34 File folder




15. Filer i mappen Filer fra Iron Mountain — Sikker sone (bilde 14) blir overfgrt til sikker sone hvert
kvarter, og legges i mappen Filer fra Iron Mountain pa F-omradet pa sikker sone.

0 Felles (\\401-FILO4) (F2) -
D [ - Comute - retes (vorm09 ¢ - | v K83 [ Sewch Feies (001709 ()
Orgarize v New folder

m
4

¢ Favorites Nome - | Date modfied | Type | sze
B Desktop L. Aty 18.05,2017 18:58 Fie folder
9 Covrloads ) BIRx 09.05.2018 13:59  Fie folder
koo )} BriFakhraversion240414 18.05.2017 18:58  Fie folder
59 Lbraries 4. DoksenterTest 21.09.2017 12247 Fle folder
3 Documents J. Dolumentsenter 29.08.201711:28 File folder
o Music J. Dokumentsenter - Test 18.05.2017 13:53 Fie folder
o Pictures |, Fambevernsappactenng 05.10.201713:07  Fie folder
B videos 09.06.2017 13:55 Fie foider
I J. Fler fa lron Mountan I 17.05.2018 10:16 P folder
:"x‘m_nm - T Internett 13.06.2016 10:11  Fie folder
(4 Fedes (\A01EL04) (F5) L. tron Mountan - Metadata sok 02.10.2018 09:10 Fie folder
(3# Dokumentsenter (G:) I\ LarsOla 12.10.2007 1104 Fhe folder
C* roku (11401803 GWork_o-z8) (H:) L Maler 03.08.2018 11:25  Fie folder
& App$ (11409-app20) (L) 1. Mapper for samarbeid pd tvers av regoner 16.05.2018 10:58 Fie folder
S Aops (11901-app02) (x:) ) v 25.09.2018 1236  Fie folder

16. Filen er klar til 8 hentes fra disk i henholdsvis intern og sikker sone, og journalfgring i ePhorte.

17. Etter journalfgring og kvalitetssikring av filen i ePhorte sletter du filen fra Shared Folders i
Sharefile — marker filen og klikk Delete, og fra Felles-omradet pa intern eller sikker sone.
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