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O-Safe: Login

Input your user name and passward ta lagin to O-Safe

* User Name:

*Password:

Login|  Forgot Password

[ ——

@t yourogin psawors





Once you have successfully logged into O-Safe you will be able to access your program(s) and organization(s).  If your program(s) and/or organization(s) are not listed or are incorrect, please contact your Program Administrator.
If you forget your O-Safe password, click on Forgot Password button to have the password emailed to you.  After successfully entering your email a message window will display stating that, “Your password has been emailed.”  Just click OK.    
FILE EXCHANGE
Notice that when a program name is expanded and no organization is selected the permissions are set to “Has Access”.  Once an organization name is selected the permissions displayed are either set to upload & download, download only or upload only.  

UPLOAD

When uploading a file, notice that the UPLOAD FILE button is grayed out.  Browse to desired location by selecting the program name, then click on the organization name and notice that the UPLOAD FILE button goes from grayed out to red.
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Tproving our future By Current User: damzh@hotmail

O-Safe: File Exchange

File Exchange | 1|

Browse to desired location and choase from the available options below.

Permissizntizisad & Download )
File Location: College Access Challenge Grant Scholarship Program / Bacone College

&
B Bicone Coiigde

Nate: Al files are transferred through a secure channel, encrypted on the server and are automatically deleter
after 5 days. Please save files to a secured Incation before ediing file contents

(R o~

j0-SAFE[O-Safe.aspx.





When the color is red, click the UPLOAD FILE button to display the file upload options window.  Then click the Browse button and select a file from the File Upload dialog box.  When the file is selected click the Open button followed by the Upload button.  A confirmation message will display stating that the file has been uploaded successfully or will display an error message if failed.
To view the most recent activity of the file, click on the question mark next to the file (example below).
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(New)

Whenever a file has just been uploaded thru O-Safe a (New) message will be displayed besides the file name.  This identifies the file as being new and will only be displayed until the file is downloaded.
Also notice that when an organization name is collapsed or not selected, a check mark () next to the organization name is displayed, meaning that the folder contains a file.
Delete File
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Browse to desired location and choase from the available options below.

Upload File

Permissions: { Upload & Download )

File Location: OHLAP | University of Oklahomma

OHLAP
@ University of Oklahoma
O tesTxt@ (new) Delete|

Nate: Al files are transferred through a secure channel, encrypted on the server and are automatically deletert
after 5 days. Please save files tn a secured Incation before editing file contents





The Delete button to the right of the file name can be used to delete a file.  Once clicked a confirmation window appears to make sure you want to delete the file.  Once the file is deleted the only way to have the file restored is to upload the file again.

Download

If you have download permissions, download the file by clicking the file name. Once clicked the save file dialog box is displayed. Always select the option Save File to save the file to a secure location, followed by selecting OK.
CHANGE PASSWORD
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OSRHE Secure Access File Exchange

it User: damzh@

0O-Safe: Change Password

| change Password

Input password and retyped password
Note: Passward must be B or mare characters lang and contain hoth numeric, uppercase and lowercase

Password: [ R —

* Retyped Password: Oy passvond justenteredt

Dore

[ [ [ [ [@wemet





After clicking the Change Password tab or when the system requires a password change the above is displayed. Once a new password and retyped password have been entered, click the Change Password button and a message window is displayed stating that “Your Password has been changed successfully”. Just click OK.
LOGOUT
The Message below is displayed after clicking the Logout tab.  Either close the browser window or choose the OK button.  If the OK button is clicked, the system will automatically show the Login page.
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Message Window

* You have been successfully logged out.
Click ok to login again.
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