Requesting and Sending a Package Using FTP

Requesting:

1. Log into ftp.spotsylvania.va.us using your login credentials provided.

2. Use the left sidebar and select Packages

& Home g8 Packages
& Users
My Mailboxes
@, Groups
) Folders Mailbox
&y Inbox
E] Packages L:// e
Contacts {l' Sent
Templates
@) Live View M Trash
G Logs
lall Reports
ﬁ' Settings

a.

3. On the right-hand side, select Request Files

Request Files Add Mail Folder

a. Actions

4. Enter recipient’s name to send them a link to upload files
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Sending:

1. Log into ftp.spotsylvania.va.us using login credentials provided.

2. Use the left side bar and select Packages
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3. On the right-hand side, select Send Package
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4. Enter recipient’s email and complete form accordingly.
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