How to use the POWER Engineers, Inc. Secure File Delivery Service ///////////////////%

numbers. You will receive a confirmation email once you are
registered.

Retrieve a Secure File Transfer

4. Once logged in, click the file name to begin your download,

OR...place a checkbox next to delivery item(s) and click the
POWER Engineers, Inc. uses the Biscom “Express Delivery” service to “Download” button.

securely send files to clients. Follow these instructions to retrieve a file

sent to you by a POWER employee. 5. Use the “Reply securely” button to send a secure message to

the sender. Attachments can be included in your reply.

-1 notity@fileshare.powereng.com Re: Review attached and return marku... Thu 5/2/2013 1:38 PM

Client has sent ar “Re: Review attached and return markups” to you.
i i F ﬂe_wﬁmi aﬁ The following link or copy and paste the link into any browser.
1 ° Open the emall del |Very message' https:/ffileshare.powereng.com/bds/Login.do?rl =1 &dv=4508&tc=204 &pl=02j008hcdbifgbl...
- notity P com My Client viewed delivery ‘Review att... Thu 5/2/2013 1:37 PM

2. Click the link provided to open the fileshare.powereng.com site

. . Re: Revi ttached and ret k
and retrieve the file(s) sent to you. B A P S

notify@fileshare.powereng.com

From: notify@fileshare.com sent: Thu 5/2/2013 1:38 PM
To: mydient@coxnet Anne Gifford 3656
ke i
Subject: Sample Secure Delivery My Client has sent a reply "Re: Review attached and retum markups” to you.
¥ ply P ¥
Sender - To view the reply, click on the following link or copy and paste the link into any browser.
Link
Sent To :

Delivery: Review attached and retum markups

Cc  : Anne Gifford 3656 Package: Review attached and retum markups

Expires : 3/24/13 4:34:00 PM MDT

ERLROWER

¢ Mew users must bt
Please enter your username and password to l register

Please note: This email was sent from an address that cannot accept incoming emails. Please do not reply to this message.

Username Register “:. = e
If you don¥save a
usernames* register

Password hece.

Learn More

Tell me more about
= How to download a
[ Remember my username Hellvary!

Forgot your password?

3. Sign in with your username and password.

To register, click on word ““here”” under Register on the right hand
side of the screen. Enter a username and password. The password
must be at least 6 characters and contain uppercase, lowercase, and

Ik, CEREOMER
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Collaborate in a Secure Workspace
In addition to one-time secure deliveries, POWER uses the same Workspace: New Workspace

service to host secure workspaces. Workspaces are also used to share

large files with outside parties such as clients or subcontractors but Files
they longer term file repositories. Up  New Folder Details ~ Folders
The workspace allows many participants to share, comment on, and b @ Workspace Workspace

view files while working on a project.
> E» ()Drag and Drop
View a Secure Workspace o} | :
Participant in a secure workspace will receive and email notification Download

when invited to the workspace by a POWER employee. Follow the | S 1
link to open the workspace. °

Download as zip

View Delete

B Collaborators can upload/delete files

B Read Only users can simply view files. anase
Edit description

Add Files and Folders

In most instances you can simply drag and drop files/folders for
uploads. If you receive an error, you may need to try using the Java
Applet (Internet Explorer only) found on the action menu at the top
right of the screen.

Secure Workspaces and Express Deliveries are not backed up and
should not contain the only copies of files.

1. @) Drag and drop files into the workspace > folder location. g fhes 0) ACHON
OR @ Use applet for upload

Choose files...

Upload to: Workspace

@) Click the Choose files... button and select the file(s) to
upload one at a time.

OR
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@J Should you have trouble with drag and drop, add files
using the Java Applet, by clicking the Action, then, select
“Use applet for file upload”.

Note: The applet only works in Internet Explorer and will reset
any previously entered values such as To or Subject.

2. Click Save.

3. By default, workspace participant will receive an email
notification from notify@powereng.com. The recipient must
be registered on the fileshare.powereng.com website before
they can access the workspace.

Notification Settings
By default, users receive these notifications: file/folder uploaded or
updated, workspace comment added, workspace deleted.

1. Change personal notification settings when logged into the
workspace using Action > My Notification Settings
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