AOC Judicial Branch Audit
Installing and Configuring FTP Client

To securely transfer files to Judicial Branch Audit, you will need to use an FTP client software (i.e., file
transfer protocol software). Please be aware that installation of this software may require the
involvement of your court’s Information Technology department (IT) depending on your court and local
government information technology policies and accesses granted.

You can use FTP client software such as WinSCP or other software of your choice. This software is free
for each court and can be downloaded and installed from the internet. These instructions will focus
primarily on installing and configuring WinSCP software. The WinSCP software must be installed on a
desktop computer in order for it to properly operate. Software installed on a network location will not
operate properly.

If you are using another FTP Client software or have one already installed, you can use the FTP server
information below to setup your connection. Then, login with the username and password provided to
you by Judicial Branch Audit.

**Judicial Branch Audit FTP Server Info**

Host/Server IP address: 167.154.14.13

Port number: 22

File protocol: SFTP

User name: <Provided separately by Judicial Branch Audit>
Password: <Provided separately by Judicial Branch Audit>

--INSTALLING WINSCP (FTP CLIENT SOFTWARE)--
1) Download WinSCP. WinSCP can be downloaded from here:
https://winscp.net/eng/index.php

Click the ‘Download Now’ button and get the latest version of WinSCP software.
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https://winscp.net/eng/index.php

B WniCP = Ol e = Free 67 X

Free Award-Winning
File Manager

ABOUT WINSCP

2) Install WinSCP software

Run the WinSCP .exe file you have downloaded to begin the installation.
You can leave the default settings (as shown below) during the installation process.

W2 Setup - V

License Agreement
Please read the following important information before continuing.

Please read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation.

1 . . - . -
||'r'uu can also review this license and further details online at: ~
https: {fwinscp.net/eng/docs license

A, GMNU General Public License
B. License of WinSCP Icon Set
. Privacy Palicy

A, GMNU GEMERAL PUBLIC LICEMSE
Version 3, 29 June 2007

Copyright (C) 2007 Free Software Foundation, Inc. <https:/fwww. fsf.orgf>

Everyone is permitted to copy and distribute verbatim copies of this license W
Help I Accept = I | Cancel
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&3 Setup - WinSCP

Setup Type
What type of setup do you want?

(®) Typical installation {recommended)

-installs to default destination
-installs all components
- enables most typical features

() Custom installation

- allows full selection of destination, components and features

Help < Back Cancel

W Setup - WinSCP

Initial User Settings
Please, select your preferred user interface options,

Iser interface style

(®) Commander - two panels (Jeft for local directory, right for remote
directory)

- keyboard shortcuts like in Morton Commander (and other
similar programs as Total Commander, Midnight
Commander...)

- drag & drop toffrom both panels

() Explorer - only remote directory
- keyboard shortouts like in Windows Explorer

F -drag &.drop
HH

Help < Back Cancel
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W2 Setup - WinSCP

Ready to Install
Setup is now ready to begin installing WinSCP on your computer.,

Click Install to continue with the installation, or dick Badk if you want to review or
change any settings.

Destination location: s
C:'Program Files (x36)\WinSCP

Setup type:
Typical installation

Selected components:
WinSCP application
Drag & drop shell extension (allows direct downloads, may require restart)
Pageant (55H authentication agent)
PuTTY¥gen (key generator)
Translations

Help < Back Cancel
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--CONFIGURING WINSCP TO CONNECT TO JUDICIAL BRANCH AUDIT’S FTP SERVER--

After installing WinSCP, when starting up the application for the first time, you will see a screen similar
to the one shown below:

B

| Local Mark Files Commands Session Options Remote Help

| (] BB E3 Synchronize Bl o [ & S Queue - Transfer Settings Default L -
| B Mew Session
| ¢ || My decuments @ E E = - m e P E @ Ea E‘ @ Find Files | Ty

N New -

| C\Users\ntang\Documents,
~ - Sessi
Name Size ﬁ LEslE ession Rights Owner
File protocol:
o
Custom Office Templ... SR e
OneNote Motebooks Host name: Port number:
Shared Toad ‘ | | 221 |
S0L Server Managem..,
Visual Studio 2015 User name: Password:
Save v Advanced... ‘V
Tools - Manage - Login Close Help
O0Bof0BinDof 5 Shidden 0Bof0Bin0of 0

|
Mot connected.

Enter the following info below in the “Login” window. And click on ‘Save’ to save session settings for
future use.

File protocol:  SFTP

Hosthame: 167.154.14.13

Port number: 22

User name: <Use FTP account provided by Judicial Branch Audit>
Password: <Initial password provided by Judicial Branch Audit>
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By Login — et

G Mew Site Session
File protocal:
SFTP w

Host name: Port number:
|167.154.14.13 || 2

-

User name: Password:

|‘r‘ourUsername | | YT T |

Tools - Manage - Loagin I" Close Help

Click on ‘OK’ to confirm saving session as a site.
(If you choose to save the password too, you can check the option to save password.)
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G New Site Session
File protocol:

SFTP w

Save session as site ? b4 Port number:

[ =2k

Site name:

| ourlsername @157, 154, 14, 13| | prd:

FEolder: " |

|<CI'IDHE:> e |

Advanced... I"’

[ 5ave password {not recommended)

[ Create desktop shortout

Tools - Manage - Login IV Close Help

Once you have saved the session, it will now appear under ‘New Site’.
To test the connection, select the session (i.e. “YourUsername@167.154.14.13) and click on “Login”.

b= s

G New Site Session
I YourUsername @167.154. 14,13 File protocol:

B |

Host name: Port number:
|167.154.14.13 i 2|

User name: Password;

|YourUsername | | |

Edit Advanced. .. |V

Tools - Manage - Login I' Close Help

When you login for the first time, you will get a ‘Warning’ window prompting you to accept the server’s
host key. Click on “Yes” to accept.
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54 — ] x
|
Local Mark Files Commands Session Options Remote Help
| ﬁz} Queue © Transfer Settings Default © ﬁ;—" ©
| [ YourUsername®167.154.14.13 ﬁ Mew Session
|~ [ My documents -2 5 &% =
|
| B New = - [+] 5 New ~
ChUsers\ntang\Documents),
Mame ° Size Type Rights Owiner
Tl - Parent direct Conti cting t " d add it
Custom Office Templ... File folder . ontinue cannet m?g 0 an unknown server and a Its
OneNote Notebooks File folder host kEy to a cache?
Shared Toad File folder The server's host key was not found in the cache. You have no guarantee that
SQL Server Managem... File folder the server is the computer you think it is.
Visual Studio 2015 File folder
The server's RSA key details are:
Algorithm: ssh-rsa 4096
SHA-256:  uT+9bbIRABEYKX{sal4ujElz17490d58h 3t6wEZIS0=
MD5: 24:72:9e:69:00:d0:34:e7: 2:68:d T:c%:bB:3b:32:d8
If you trust this host, press Yes, To connect without adding host key to the
cache, press No. To abandon the connection press Cancel.
Copy key fingerprints to dipboard
Yes Iv Neo Cancel Help
OBof0Bin0of5 5 hidden
|

Mot connected.

An ‘Authentication Banner’ window will then appear indicating you are connecting to Judicial Branch

Audit. Click on “Continue”.

Local Mark Files Commands Session Options Remote Help

|'FR & B3 Synchronze B fF | & (i Queve - TansterSettings Defaul -

| [ YourUsername@167.154.14.13 E’ MNew Session

|* [ My documents - = o= - o2 % =1
i B New -

C:\Users\ntang'\Documents\,

M & | B, FindFiles | Ty
£ New -

Name Size Type Size Changed Rights Qwner
feh .. Parent directory
Custom Office Templ.. File lder Welcome to Judidial Branch Audit.
OneNote Notebooks File folder
Shared Toad File falder
SOL Server Managem... File folder
Visual Studio 2013 File falder
[Inever show this banner again Help
0Bof0BinOof5 Shidden OBof0Bin0of0

|
Not connected.
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You will be prompted to enter your password if you have not saved it with the session.

Enter your password and click ‘OK’.

| Local Mark Files Commands Session Options Remote Help
8 | 5 Queue - Transfer Settings Default - i@
| [ YourUsername®167.154.14.13 G Mew Session
] My documents -E=E InE-- kS el
| B Mew - B4 New +
| C\Users\ntang\Documentsy,
Name Size Type el NS Size Changed Rights Owner
. Parent directory Password - YourUsername@167.154.14.13
Custom Office Templ... File folder e Searching for host..
OneNote Notebooks File folder J j;] Connecting to host...
Shared Toad File folder Authenticating...
SQL Server Managem... File folder " .
Using username "YourUsername".
Visual Studic 2015 File felder
" Meetingtrak_Installati... 100 KB  Adobe Acrobat D...
Password:
I
Cancel b
0Bof934KBin0of 6 5 hidden

|
Mot connected.

--CONFIGURING WINSCP NOT TO USE TEMPORARY FILENAMES--

Some files after uploading may appear to have “.filepart” as part of its filename. To prevent this from

occurring, first disable the “temporary filename” option found in ‘Preferences’ of WinSCP.

Click on ‘Options’ located in the menu bar.
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T D -

B 55 F3 synchronize Bl o [ Transfer Settings Default + G NewSession gf o § | [ Sites - - & -

= 1671541413 ﬁ Mew Session

i, C Windows = = / <roat> -EE @ & [©FindFiles | %

5 New -

C:\Transfer\FilesForFTPServer', !

MName . Size Type Changed Mame -

il . Parent direct.. 1/25/2019 220:28PM || ‘e L]

D ForludicialBranchAudit.tet 0OKB  Text Docum.. 1/25/2019 2:20:20 PM

< >|| < >
0Bof0Bin0of1 0Bof0Bin0of 0

& SFTP-6 0:00:41

In the ‘Options’ drop-down menu, next click on ‘Preferences’.

aw /- 167.154,14,13 -

Local Mark Files Commands Session

[F &2 £3 Synchronize Ml @ [
I 167.154.14.13 ' New Session
e T Windows =~ E

C\Transfer\FilesForFTPServer!,

Options | Remote Help

Toolbars
Local Panel
Remote Panel
Sessions Tabs

Command Line

P

MName

e -~
[E| ForludicialBranchAudit.bet

This will bring up the ‘Preferences’ window as shown below.

!ZI Status Bar
Queue

Color

* |5 Default

/ <root>

Shift+Ctrl+ M

=1

g’ Mew Session f |j % E Sites -

ﬁl\lewv

M & [ FindFiles | T

& -

-

|{§} Preferences...

Ctrl+ Alt+P

Preferences (Ctrl+Alt+P)

Show/change user preferences

I

Click on ‘Endurance’, in the Transfer section.
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Preferences

Environment Confirmations
- Interface
v )
- indow Transferring of files
- Commander Cwverwriting of files
- Explorer

Transfer resuming

- Languages ]
Panels Change confirmations of background transfers =
- Remote Deleting of files (recommended)
- Local Maving files to Recyde bin
Editors
L Internal editor Closing sessions when exiting application
T[ansfer Exiting application on operation completion

Drag & Drop

|:| Drag & drop operations
Opening separate shell session

[ ]continue on error (advanced users)

Security

Loagaing
Integration
‘... Applications [|1Beep when work finishes, if it lasted mare than 30 <
Commands
Storage
Ipdates

Motifications

Show balloon notifications in taskbar status area (system tray)

With ‘Endurance’ selected, the ‘temporary filename’ option will now appear on the top of the window,
pictured below.

Click on the bubble next to ‘Disable’. Then click on ‘OK’ to save the setting.
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Preferences

Environment
- Interface
- Window
- Commander
- Explarer
- Languages
Panels
- Remote
- Local
Editors
i Internal editor
Transfer
: Drag & Drop
i~ Background
‘. Endurance
Metwork
Security
Logaging
Integration
Applications
Commands
Storage
Updates

Enable transfer resumeftransfer to temporary filename for

() all files
(I Files above:
100 -

Automatic reconnect

Automatically reconnect session, if it breaks during transfer

5
Reconnect after: | S E | seconds

Automatically reconnect session, if it breaks while idle

-
Reconnect after: | S = | seconds

Automatically reconnect session, if it stalls

Reconnect after: | 60 = | seconds

Keep reconnecting for: | Unlimited = | geconds

Cancel

Help

--CONFIGURING WINSCP TO PERFORM AUTOMATIC UPDATES FOR THE LATEST VERSION AND

OTHER IMPORTANT SETTINGS--

To ensure you are always using the latest version of WinSCP the software must be setup to allow for
automatic updates. To allow this to occur an automatic update check period must be setup. This option
can be found in ‘Preferences’ of WinSCP.

Click on ‘Options’ located in the menu bar.
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ww /- 167154141

Local Mark Files Commands Sessic rhote Help

P &2 E3 Synchronize Bl & [ S48 B Q Transfer Settings Default ~ G NewSession gf X By | [ Sites - - -~

[ 167.154.14.13 @ MNew Session

i G Windows © E QD / <root= < g El m E @ Find Files '?D

B New -

Ci\Transfer\FilesForFTPServer, !

Mame . Size  Type Changed .

. Parent direct... 1/25/2019 2:20:28 PM

D ForludicialBranchAudit.txt 0OKB  Text Docum..  1/25/2018 2:20:20 PM

€ > £ >
0Bof0Bin0of 1 0Bof0Bin0of0

& SFTP-6 0:00:41

In the ‘Options’ drop-down menu, next click on ‘Preferences’.

Local Mark Files Commands Session | Options | Remote Help
FF &5 £3 Synchronize Bl @ [ Toolbars |5 Default » -G NewSession gF O § [H Sites - - & ~
= 167.154.14.13 @ New Session Local Panel 3
e C: Windows - = Remote Panel ' / <root= = M & [ FindFiles | T
Sessions Tabs ﬁ N
Command Line Shift+Ctrl+ M -
C:\Transfer\FilesForFTPServert, !ZI Status Bar /
Mame - Queue o Mame -
L Col PM
| ForludicialBranchAudit bt @ oter " bm
Preferences... Ctrl+Alt+P
Preferences (Ctrl+Alt+P)
Show/change user preferences
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Click on ‘Updates’, in the Preferences window.

With ‘Updates’ selected, the ‘Automatic updates section’ will now appear on the top of the window,

pictured below. Check the box next to ‘Display information about update on startup’ to activate, then

click on the ‘Automatic check period’ drop-down menu and choose ‘Weekly’, pictured below.

When using WinSCP we prefer courts never check for beta versions of the software to assist with access

stability. In order to disable this process in the ‘Preferences’ window with ‘Updates’ selected, the

‘Options’ section will appear. Under the ‘Options’ section you will see ‘Check for Beta Versions’. Click on

the ‘Options’ drop-down menu and choose ‘Off’, highlighted in the picture below.

Also in the ‘Options’ menu you should uncheck the ‘Allow for anonymous usage statistics’, pictured

below.

Then click on ‘OK’ to save the setting.

Local Mark Files Commands Session Options Remote Help
(Bl E= 3 synchronize Bl &F [ & S Queue -
[ SAnderson@167.154.14.13 (AuditFTP) X g" Mew Session

@& %

== H: sanderson (\\ - E M @ A

Transfer Settings Default

- G New Session g F §y [ Sites -

[ =root> - l§ < @ <

a2 -

2 & [D),FindFiles | s

E New ~ [ Download - K ) [ Properties | £ New -
H\ /
Name " Size Type Changed Name Size Changed
Anderson File folder 06/26/2015 11:48:| | + ..
electronic tickmarks File folder 12/02/2013 11:31: 1_Blinkerson 02/04/19 1:1%:44 PM
A File folder 12/02/2013 17:30: 1_5Anderson 02/26/19 10:57:13 AM
Jan preferences 7 s potalC 03/11/19 11:46:47 AM
Leg inlC 03/04/19 1:20:04 PM
LV ¢ | Environment Automatic updates iyl C 02/04/19 1:20:21 PM
Ro {-D::;?;E Email address authorized to automatic updates: derlC 02/04/19 1:21:23 PM
- Commander | | Learn more derfC 02/04/19 1:21:45 PM
" Explorer cervillelC 02/04/19 1:21:38 PM
\.-Languages Automatic check period: Weekly b nteMC 02/04/19 1:23:49 PM

~Remote

Options
- Local
Editors Chedk for beta versions:
. Internal editor
leansfer [] Allow anonymous usage statistics
i+ Drag & Drop
- Background Connection
‘. Endurance () No proxy
Network
Security (®) Automatically detect proxy settings
Logging (O Use proxy server
Iljtegranon
+- Applications
Commands

<: Updates )

P..anels Display information about update on startup
i File colors

Cancel

off

View statistics

8080 3

Help

Never e

B

CityDC
enCity)CMC
chillCountyDC
CountyDC
onlC
glasCountyDC
Fork)C
inelC
CountyDC
IC
e

C
eraldaCountyDC
eraldalC
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EurekaCountyDC

03/04/19 10:47:16 AM
02/28/19 11:44:19 AM
02/28/19 11:44:25 AM
03/01/19 1:32:27 PM
03/01/19 1:32:42 PM
02/14/19 4:21:30 PM
02/04/19 1:25:51 PM
03/04/19 10:47:37 AM
02/25/19 11:04:36 AM
02/25/19 10:40:44 AM
02/14/19 4:21:43 PM
02/25/19 11:04:39 AM
03/04/19 10:49:56 AM
03/04/19 10:50:03 AM
02/04/19 1:27:51 PM
02/28/19 2:00:30 PM
02/04/19 1:28:17 PM
02/04/19 1:28:31 PM
02/04/19 1:28:43 PM
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--GETTING TO KNOW WINSCP’S INTERFACE--

After you have logged in, you will see a screen similar to below.

:" Documents - YourUsername@167.154.14.13 - Win5CP

Local Mark Files Commands Session Options Remote Help

oo % I_j- Synchronize | [l @ = i:;} E_;HQueue - Transfer Settings Default -
& YourUsername@167.154.14.13 [ New Session
| My documents - E @ Q E ":D [ <root> A E m E @ Find Files DD
E5 Mew + 5 Mew -

ChUsers\ntang'Documents\, i/
Mame . Size Type Changed Mame . Size Changed Rights Owner
i Parent directary 1/23/2019 2:07:21PM i

Custom Office Templ... File folder 11/30/2018 9:32:25 AM

OneMote Notebooks File folder 9/10/2018 2:48:42 PM

Shared Toad File folder 9/13/2018 2:48:57 PM

SQL Server Managem... File folder 9/11/2018 11:57:31 AM

Visual Studio 2015 File folder 10/31/2018 1:4&35PM

your PC. Judicial Branch Audit's
FTP Server.

0BofOBinDof5 Shidden 0Bof0Bin0of0

&  sFIP-6 0:00:19

The Left window (source directory) is your PC’s directory. It initially defaults to the ‘Documents’ folder
on your PC. This can change with use depending on where you store court documents on your computer
or in your Court’s network.

The Right window (remote directory) represents a remote folder on the Judicial Branch Audit’s FTP
Server. This will be where you will upload and transfer files to. You can drag and drop files onto this
window and it will be uploaded onto the Judicial Branch Audit’s FTP server. Each court will have their
own folder that is accessible by Judicial Branch Audit, but is not accessible or viewable by any other
court.

**If you would like to further configure your WinSCP application, continue to next page. Or, skip to
page 20 for additional information on how to transfer files.
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--CHANGING DEFAULT SOURCE FOLDER--

To change your ‘Documents’ directory (source directory), to a folder where you have stored files to be
transferred, you can click on the ‘Open directory’ icon as indicated by blue arrow below.

ew Session

Transfer Settings Default

your PC.

This window display files on

m &% / <roots - A 0 2 D FindFiles Py
[ New ~ £ New ~
ChUsers\ntang\Documents', &
Narne - Size Type Changed Narne . Size Changed Rights Owner
i Parent directory 1/23/2019 3:07:21 PM .
Custom Office Templ... File folder 11/30/2018 9:32:25 AM
OnekMote Notebooks File folder 9/10/2018 2:48:42 PM
Shared Toad File folder 9/13/2018 2:48:57 PM
SOL Server Managem... File folder 8/11/2018 11:57:31 AM
Visual Studio 2013 File folder 1073172018 1:48:35 PM

This is your folder on the

Judicial Branch Audit's
FTP Server.

0BofOBinOof5

Shidden 0B ofOBin0of0

& SFTP-6

0:00:19

You can also use shortcut keys, “Ctrl+0” to open directory.

fourlsername

Local Mark Files Commands Session Options Remote Help

Installing and Configuring FTP Client

oa] % E Synchronize | [l @ = {:ﬁ @)Queus - Transfer Settings Default © @ ©
[ YourUsemame@167.154.14.13 [ Mew Session
@Mydn(umants - m I% ';'g / <root= - E m &,U @ Find Files ';‘D
Open directory/bookmark ES New -

C\Users\ntang\Documents,  (Ctrl+0) /
Narne Open specified directory or saved  fed Size Changed Rights Owner
g. bookmark 19 2:07:21 PM

Custom Office Templ... File folder 11/30/2018 9:32:25 AM

OneMote Motebooks File folder 8/10/2018 2:48:42 PM

Shared Toad File folder 9/13/2018 2:48:57 PM

SOL Server Managem... File folder 9/11/2018 11:57:31 AM

Visual Studio 2015 File folder 10/31/2018 1:48:35 PM
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When the “Open directory” window appears, click on “Browse”.

- O >
Local Mark Files Commands Session Options Remote Help
[ &2 £3 Synchronize Bl F [F] @ | (50 Queue - Transfer Settings Default -
[ YourUsername®167.154.14.13 [ New Session
5/ My documents M= w2 % / <root> -E=2E 0 & |, Find Files | 7oy
5 New - 5 Mew -
C\Users\ntang\Documents\,
Name Size N — Size Changed Rights Owner
H. /' e \UserstntangDocuments | [ eronse...
Custom Office Templ...
OneMote Notebooks Site bookmarks  shared bookmarks
Shared Toad
S0L Server Managem.., Add
Visual Studic 2013 Remove
up
Down
Location Profiles... oK Cancel Help
0Bof0Bin0of5 5hidden 0BofOBin0of0 |
& sFTe-6 0:00:21
. . . ‘ ,
Navigate to the folder where your files (to be transferred) are located at. Then click ‘OK’.
3- - [m] X

Local Mark Files Commands Session Options Remote Help

FR 55 3 synchronize | Bl & | {8 5 Queve -

Installing and Configuring FTP Client

Transfer Settings Default - L@ -
3 VourUsername®167.154.14.13 I New Session
[ My documents -EE o2 % [ <root> =] @ & [, FindFiles | 2,
£ New ~ E New -
CA\Users\ntang\Documents Open director ? > |
=
Name Size ] ﬂ, Open directory: Size Changed Rights Qwner
- (= -] [
Custom Office Templ... i
Onelote Notebooks | Sitebookmarks  Shared bookmarks
Shared Toad I
SOL Server Managem... I
Visual Studio 2015 I
Select local directory.
SWSETUP ~
temp
Tools [
v Transfer
FilesForFTPServer |
Users
Ld Windows w ;lp
. Cancel r
0Bof0BinDof5 5hidden 0Bof0BinDof0
|
& SFTP-6 0:00:04
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You can bookmark this folder location for future use by clicking on ‘Add’. Then click ‘OK’ to accept your

selection.

B / - VourUsername@167.154.14.13 - WinSCP - ] x
Local Mark Files Commands Session Options Remote Help |

. = |

[ & (3 synchronize | Bl ¢ | (& 5 Queue - Transfer Settings Default -

B YourlUsername®167.154.1413 i New Session

[ My documents -EME A - / <root> - = Y & | [©, Find Files | Ty

5 New + B New -

C:\Users\ntang\Documents\,
Mame Size ﬂ Open directory: Size Changed Rights Owner
2 IIC: \Transfer FilesForFTPServer| v Browse...

Custom Office Templ...

OneNote Notebaoks Site bookmarks  Shared bookmarks

Shared Toad

SOL Server Managem... —

Visual Studio 2015

Remove
Up
Down
Location Profiks... 2 Cancel Help
OBof0BinDof5 5hidden 0B of0Bin0of 0
& SFTP-b 0:01:19

Now the Left Side window will reflect the contents of the folder you have selected.
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urlseman

Local Mark Files Commands Session Options Remote Help
[ E& 3 Synchronize Bl F @ - & [ Queue - Transfer Settings Default -
[ YourUsemame@167.154.14.13 G New Session
i, C: Windows - = o= - A - / <root> - = @ 2 | K, Find Files | o
Properties [ New ~ 5 New ~
/
Size Type Changed Name - Size Changed Rights Owner
Parent directory 1/25/2019 2:20:28 PM | | & ..
DKB Text Document 1/25/2019 2:20:20 PM
< > < >
0BofOBinDof1 0Bof 0Bin0of 0
& sFTP-6 :01:39
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--TRANSFERRING FILES TO THE JUDICIAL BRANCH AUDIT’S FTP SERVER--

With the source directory set to the correct folder (as shown below), you can grab the file (i.e.
‘ForJudicialBranchAudit.txt’) and simply drag it to the remote directory on the right side. This will upload

the file onto the Judicial Branch Audit’s FTP Server.

:. w FilesForFTPServer - Yourlsername@167.154.14.13 - WinSCP

Local Mark Files Commands Session Options Remote Help

@ % E Synchronize | [l @ @ {E} @ﬂ Queue - Transfer Settings Default = ﬁ-’rﬁ &
[ YourUsemame@167.154.14.13 G New Session

g C: Windows CEF - A [ <root> -EE 0 & @ FindFiles 5,

EH Upload - |[] Edit ~ 3¢ =5 Properties | 5 MNew - 5 Mew -
C:\Transfer\FilesForFTPServer\*.* /

MName - Size Type Changed MName . Size Changed Rights Cwner
+ Parent directory 1/25/2019 2:20:28 PM || 1) ..

OKB  Text Document 1/25/2019 2:20:20 PM
\k—\>

L4 > ||« >

0Bof0Bin0of1 0Bof0Bin0of0
& SFTP-6 0:00:03

Files can be download from the Judicial Branch Audit’s FTP Server this way too (if download feature is
enabled for user) by doing the opposite, drag files from right side to the left side of the window.
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Alternatively, if you prefer you can right-mouse click on file to upload. This brings up a sub-menu where

you can select ‘Upload’. The sub-menu also gives other features such as Download (if feature is enabled)
to allow user to download files from Judicial Branch Audit’s FTP Server.

s FilesForFTPServer - YourUsemame®

Local Mark Files Commands Session Options Remote Help
B (2 (3 Synchronize [ & [ @ (57 Queue + Transfer Settings Default L R
& VourUsername@167.154.14.13 & New Session
‘i G Windows. = m 2| % / <root> -3 M & | £\ FindFiles |2
H5 Upload - [ Edit - 3 =7 [ Properties | £ New - £ New -
C\Transfer\FilesForFTPServer\
~
Name Size Type Size Changed Rights Owner
- Parent directory
u:FO!JUdICIE\BI’Enc'!ﬂHd\rhﬂ' OKB  Text Document
Open
[ Edit 3
&5 Upload... Bl [E3 upload..
¥ Delete ma - .
¥ Upload (F5)
@7 Rename 6
Upload selected local file(s) to
File Custom Com oot directory
File Names ¥
[ Properties F9
System Menu
< LA >
0Bof0Bin1of1 0Bof0BinDof0
& sFTe-6 0:00:43

When ‘Upload’ window appears, click ‘OK’.
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Bur - O ®
Local Mark Files Commands Session Options Remote Help |
[p] &2 53 Synchronize Bl gF [F] (@ [ Queue ~ Transfer Settings Default - - ‘
& Yourlsername@167.154.14.12 [ New Session
i C: Windows =1 o2& f <roots =] w2 B FindFiles | Py
E Upload ~ [ Edit = 3¢ ) [ Properties | [ New ~ =] B New -
C\Transfer\FilesForFTPServery /
Name . Size Type Changed Mame Size Changed Rights Qwner
e -+ Parent directory 1/25/2018 2:20:28PM || &
D ForludicialBranchAudit.txt OKB  Text Document 1/25/2018 2:20:20 PM
Upload file 'For JudicialBranchAudit, bet’ to remote directory:
=] v

Transfer settings

Transfer type: Binary

[ Transfer in background (add to transfer queue)

Transfer settings... | Cancel Help

Do not show this dialog box again
< > ¢ >
0BofDBin1of1 0Bof0Bin0of0 |

& SFTP-6 0:00:23

The image below shows what it will look like if t
Branch Audit’s FTP server.

he file has been uploaded and copied over to the Judicial

Local Mark Files Commands Session Options Remote Help
m % E Synchronize [l # @ {t}} @ Queue -~ Transfer Settings Default = L@ =
[ YourUsemame@167.134.14.13 B Mew Session
i C: Windows - g E m E ‘?D / <root> - g m m % @ Find Files 'E‘D
@ Upload - D’ Edit ~ 3 Dﬂ Properties 7 Mew - B4 New ~
CA\Transfer\FilesForFTPServer\, /
Name - Size Type Changed MName Size Changed Rights Owner
1 Parent directory 1/25/2019 220:28PM | [ &) ..
=l ForludicialBranchAudit; 0KBE  Text Document 1/25/2019 2:20:20 PM | | ] FarudicialBranchdud... OKB  1/25/2019 2:20:20 PM P
< 2|« >
0Bof0Bin0of1 0Bof0Bin0of1
& sFTP6 0:00:14
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--OPENING FILES ON THE FTP SERVER—

To open files while in the FTP Server, highlight the file to open, right-click the document, and choose
‘Open” as shown below. If you attempt to open a document by double clicking it, a text format error will

occur as shown below.

&1 Instructions-Forms - SAnderson@167.154.14.13 (AuditFTP) - WinSCP

Local Mark Files Commands Session Options Remote Help

M 52 53 Synchronize Bl ¢ [B] -  Ef Queue - Transfer Settings Default » [ NewSession gF F By @ Sites- & -
[ SAnderson@167.154.14.13 (AuditFTP) E‘ New Session
== H: sanderson (W - = - v idm - o2& 5 Instructior » [= = v idm~ m [£) Find Files | Fxy
5 New ~ Ef# Download ~ | [ Edit ~ 3¢ =7 Properties - =
H:Y /1_SAnderson/Instructions-Forms,/
MName Size  Type Changed Mame Size  Changed
Anderson File folder 06/26/2015 11:4%: 02/27/19 1:51:12 PM
electronic tickmarks File folder 12/02/2013 11:31: TS Open j| GO7 KB  02/01/19 3:50:28 PM
Ir:8 File folder 12/02/2013 11:30: = =| 1825KB  D02/26/19 2:22:10 PM
James File folder 10/10/2018 3:50:3| | ™. 0116MonthlyAq - Open document 57PM
Legislative Projects & Requests File folder 02/26/2013 10:04:| | =L MAS Guide for E# Download.. ) 54 P
X X 375 | = % Duplicate... Open selected document using 31 PM
LV Office Manager File folder 04/25/2019 1:37:5] MAS V3.1.pdf application associated with
Ren's Correspondence File File folder 12/02/2013 11:30: QE Move To... document type
K Delete F8
=5 Rename F2
File Custom Commands  »
File Mames 3
Properties F9
Text Format Error Example:
B Instructions-Farms - SAnderson@167.154.14.13 (AuditFT cp —
Local Mark Files Commands Session Options Remote Help
[ 52 53 Synchronize |l g [ -8 [ Queue - Transfer Settings Default - G NewSession gf ¥ 8§y [ Sites- g -
[ SAnderson@167.154.14.13 (AuditFTP) X g Mew Session
== H: sanderson (W ~ § ~E- - Q e ES Instructior = § ~EF- i~ Gj e [, Find File:
B New - G Download - | [ Edit - 3 =4 Properties | £ Mew - =1
Y /1_SAnderson/Instructions-Forms/
Mame - Size Type Changed Mame - Size Changed
Anderson File folder 06/26/2015 11:49:( || v .. 02/27/19 1:5
electronic ti arks File folder 12/02/2013 11:31:[ | =2 2-19 MASEA FAGs.pdf S3TKE O,
L5y File folder 12/02/2013 11:30:| | " 2-26-19 AOC Judicial Branch Audit FTP Installati... 1,825 KB 02/26/1
JLE""_E“ [ /1_SAnderson/Instructions-Forms/2-19 MASEA FAQs.pdf - SAnderson@167.154.14.13 (AuditFTP) - Editor - WinSCP — O bd i
egis| i
LV Offfce = a9 #8 €. 7" & Encoding - [] Color~ & @ /18 6:
Ron'sCorrdwppr_1.5 "
%aalo
589 @ obj
<</Linearized 1/L 18208890/0 511/E 5@3383/N 9/T 1020441/H [ 475 314]>>
endobj
517 @ obj
<< /DecodeParms<</Columns 5/Predictor 12»»>/Filter/FlateDecode/ID[<E984A65A664EB04BB89ED53953A1E744><BC11¢
hbebbd™[ ™ b> " ©
p ’10,riD2>0 Y IE
2101 Hp2-d~ bd™ &l «g” $Sulaya0e 01 .0
endstream
endobj
startxref
a
XXEOF
v
< >
Line: 1/17865 Column: 1 Character: 37 (0x25) Encoding: 1252 (ANSI - La
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--DISCONNECTING AND ENDING FTP SESSION--

To disconnect from Judicial Branch Audit’s FTP Server once you are done, click on “Session” menu and
select “Disconnect”. You can also use shortcut keys, “Shift-Ctrl+D” to disconnect.

.', w FilesForFTPServer - Yourlsername@167.154.14.13 - WinSCP

Local Mark Files Commands |Session | Options Remote Help
[P &2 £3 synchronize @l g @ New Session.. CireN  |cfer Settings Default - -
[ VourUsemame@167.154.14.13 &F_Duplicate Session
o C Windows @ é%:’:;i:-n - Slt:hlfh(:@% / =root> @ § & m @ [, Find Files B
) Close session (Shift+Ctrl+D) £ New -
[i] Server/Protocol Information
C:\Transfer\FilesForFTPSenver\ Generate Session URL/Cade... Terminate current session
Mame Change Password... nged MName Size Changed Rights Owner
Ooened Secci /2019 2:20:28 PM | | ).
ElForudicialBranchAuditbe | = oo oeeens /2019 2:20:20 PM || ] ForudicialBranchAud... OKE  1/25/2019 2:20:20 PM - rw-rw-
»
Save Workspace...
5 P
E Sites 3
L4 > £ >
0B of0Bin0of 1 0B of0BinDof 1
&  sFTP-6 0:01:17
You can also create a ‘Disconnect’ button to disconnect. First, you will need to enable the Sessions
toolbar. Select ‘Options’ menu, then navigate to ‘Toolbars’, then ‘Session Buttons’ to enable it.
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% FilesForFTPServer - YourUsername@167.154.14.13 - WinSC

Local Mark Files Commands Session | Options | Remote Help
B &2 3 synchronize Bl P | [ | Toolbars P~ | Comm H
& VourUsename@167.154.1413 G N LocallEanel Session Buttons D
. . Remote Panel ¥ || v | Preferences Butfions <o d Fi
i © Windows - @ . Session Buttons @ Find Files l’_:lD

Sessions Tabs Sort Buttons

i ew ~ = [+
Commandline  Shift=Ctr+N || v| Update Button Hide/show session toolbar
Q\Tmﬂeﬂﬁlﬁfnrl—"l'PSemn\ !ZI Status Bar Z‘ Transfer Settings
MName g Queue o Custom Command Buttons Size Changed Rights Owner
L . Color 3 Haot Keys Toolbar

DForJudlclaIBranchAudlt.bct ] OKB  1/25/2019 2:20:20 PM TW-IW- -

{c} Preferences... Ctrl+Alt+P Lock Teolbars

E‘ Show Selective Text Labels

This will add ‘Session Buttons” toolbar to the application and will remain whenever you start up the
WinSCP application.

mn FilesFoiFTPServer - Yourlsemame@167.154.14.13 - WinSCP
Local Mark Files Commands Session Options Remcte Help

M &= (3 synchronize B F [ B 5 Queue - Transfer Settings Default
& YourUsername®167,154.14.13 [ New Session

« @ NewSession gf ¥ §y & Sites - & -

i C: Windows =1 EREG& % / <root> - = R & [ FindFiles Ty
B New - Ef New- [H =
C\Transfer\FilesForF TPServer\ [
Mame - Size  Type Changed - Name - Size Changed Rights Cwner
| Parent directory 1/25/2019 2:20:28PM | | 2.,
| FerludicialBranchAudit bt 0KB Text Document 1/25/2019 2:20:20 PM | FerJudicialBranchAud... 0KB 1/25/2019 2:20:20 PM == =

To disconnect, you can click on the icon as indicated by highlight below:

.n u FilesForFTPServer - YourUsername@167.154.14.13 - WinSCP

Local Mark Files Commands Session Options Remote Help

[ E& 3 synchronize Bl ¢ [ S & S Queue - Transfer Settings Default - - New Session gF By | [ Sites - S ~

[ Yourlsername®167.154.14.13 G New Session

e T Windows © E m E Py / <root= @ E m E [, Find Files Py

B New - B New -

C:\Transfer\FilesForFTPServer\ !

Mame - Size Type Changed MName - Size Changed Rights Owner

Parent directory 1/25/2019 2:20:28PM | | ).

D ForludicialBranchAudit et OKB Text Document 1/25/2019 2:20:20 PM D ForludicialBranchAud... 0KB  1/25/2019 2:20:20 PM TW-TW-Tw-
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The main screen will reappear upon disconnecting session. Click on “Close” to close out the WinSCP
application.

By winsce — O *
Local Mark Files Commands Session Options Remote Help
| m % ﬁ Synchronize | Bl @ @ {:3} @Queue = Transfer Settings Default i L@ M
| ﬂ Mew Session
i, C: Windows - = &% = D 2 B FindFiles Ey
a New ~
C\Transfer\FilesForFTPServer,
Name . G New site = Rights Owner
= & YourUsername @167, 154.14.13 File protocal:
I ForudiciaBranchAuditist
Host name: Port number:
[167.154.14.13 [ 22|
User name: Password:
|\'curUsemame ‘ | |
Edit Advanced... |v
Tools - Manage ¥ Login |v Help
< > >
0Bof0Bin0of1
Mot connected.
Installing and Configuring FTP Client Page 26 of 26

Rev. July 2019



