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. FileZilla Installation and NJSDA FTP Setup.

If FileZilla is already installed, skip to step #3.

Download the latest FileZilla application from the web and install the application or contact your
Helpdesk for installation assistance.

Once installed, click the FileZilla desktop icon.

I

L=l

FileZilla displays with a blank screen. Complete the following fields:

Host - with website address ftp.njsda.gov/## (where ##### is the department name)
Username - with your user account name

Password - with your assigned password

Port — leave blank

Click the Quickconnect button when completed. If files and folders display on the left panel,
you have connected successfully. If not, please check your username and password.

Edit View Transfer Server Bookmarks Help

| 4-DFFFle s Rae =@

Host:

—_——
Username: Password: ort: E]

Local site:

« | Remote site:

i 2 My Documents
55 Computer =
Bl I -

-
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B. How to transfer files from SDA’s FTP site onto my computer

1. On the left panes, select the folder you would like to copy file(s) from, and in the right panes,
select the folder on the FTP site you would like the files to by copied to. In this example, we
have selected the I drive / Everyone folder

File Edit View Transfer Server Bookmarks Help

M EE RS Rl A

ISiah.ls: Retrieving directory listing... [
Command: CWD Jfprocurement/EP-0072-C01 ||
Fesponse: 257 "jprocurement/EP-0072-C01" is current directory. -
Command: PASY
Response: 227 Entering Passive Mode (10,6,1,233,17,33).
Command:
Response: 125 Data connection already open; Transfer starting. —
Response: 226 Transfer complete. [
e Dicactor. licti £ -
Local site: | Iy - iRemone site: | fprocurement/EP-0072-C01 \ -
My Documents - [+ |, procurement -
-8 Computer | 2, EP-0066-CO1RBL —
& c 2 EP-D067-C01 H
- O EP-0072-C01
w58 H: (\\sanfs\usersimshaw) . EP-0092-C01
E|Lﬂ I (\\trnsan\schools) ) o . ME-0013-B01 =
Filename Filesize Filetype Last modified ol E\ ename Flesize Filetype ﬁst modified Permissions  Owner/Gro...
’ 1 Procurement ... ‘ File folder 12/12/20121:24:35... T
|1 Project Controls File folder 10/24/2012 2:30:55... Empty directory listing
L ARE File folder 12/31/2011 2:32:34...
.. Accounting File folder 2/14/2013 8:52:48 ...
.. Central Project F... File folder 10/5/2012 9:25:03 ...
. CFO File folder §/19/2010 6:10:33 ...
.. Change OrderIn... File folder 1/23/2009 7:33:56 ...
. Chief of Staff File folder 1/9/2013 2:10:08 PM i
~ directories Empty directory.

2. Once you have located your folder, find the file you need to transfer. In the example shown, the
“Bid Package” folder was selected and will copy the files to the “EP-0072-C01” folder.

File Edit View Transfer Server Bookmarks Help

A- R 2 v RBR&® ENTN

| Host:  fip.njsda.gov Username: mshaw Password: sessssss Port: E]
Response: 257 "jprocurement/EP-0072-C01" s current directory. -
Command: PASY
Response: 227 Entering Passive Mode (10,6,1,233,16,50).
Command:
Response: 125 Data connection already open; Transfer starting. =
Response: 226 Transfer complete. [
Status: Directory listing successful -
Local site: | I:\Everyonel2013 Trenton Central West EP-0072-C01Y + | Remote site: | fprocurement/EP-0072-C01 -
: 2013 Meeting Material due Dates - =~ . procurement -
2013 Trenton Central West EP-0072-C01 [ EP-00656-C01RB1 T
. Archive [ EP-0067-C01 ‘E ‘
il || Bid Package EP-0072-C01
. _Copy of Audit EP-0092-C01
| ABE status log L 2 NE-0013-B01 =
F\Iename’ Filesize Filetype Last modified FiIenaFne Filesize Filetype Last modified Permissions  Owner/Gro...
4
. Archive File folder 2/21/2013 416:18 ...
. Bid Package File folder 2/26/2013 3:.06:42 ... Empty directory listing
#8700 EP-00072-C0... 22,016 Microsoft Wor..,  2/26/2013 1:53:22 ..,
100 EP-00072-C0... 3,829 | Adobe Acrobat Document |B1:53:18 ...
[T P B T T ey SR

|
Created:
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3. Double-click the folder. The contents of that folder display in the lower left-hand box.

. —
File Edit View Transfer Server Bookmarks Help
|~ G 2+ B | F1R T n
| Host:  ftp.njsda.gov Username: mshaw Password: sessesse Port: E]
Response: 257 "jprocurement/EP-0072-C01" is current directory. -
Command: PASY
Response: 227 Entering Passive Mode (10,6,1,233,16,50).
Command:
Fesponse: 125 Data connection already open; Transfer starting.
Response: 226 Transfer complete. D
Status: Directory listing successful -
Local site: | I:\Everyone}2013 Trenton Central West EP-0072-C01'Bid Package'| ~ | Remote site: | fprocurement/EP-0072-C01 -
2013 Meeting Material due Dates = | procurement -
2013 Trenton Central West EP-0072-C01 o ? EP-0066-C01RE1
. Archive | EP-0067-C01 =
%) Bid Package . EP-0072-C01
. _Copy of Audit | EP-0092-C01
| A&E status log 2 NE-0013-B01 =
Filename Filesize Filetype Last modified FiIenal"ne Filesize Filetype Last modified Permissions  Owner/Gro...
W U
72 Drawings - Tren... 8,213,566 Adobe Acroba.. 2/4/201311:08:00 ...
= EP-0072-C01 Tre... 20,101,877 Adobe Acroba..  2/26/2013 3:06:06 ... Empty directory listing
%| Thumbs.db 328192 Data Base File 2/26/2013 2:08:31 ...
3 files, Total size: 28,643,635 bytes Empty directory.
4. Highlight the files you want to transfer.
File Edit View Transfer Server Bookmarks Help
| A- R R v R&®|ENT N0
| Host:  ftp.njsda.gov Username: mshaw Password: sessssss Port: E]
Response: 257 "jprocurement/EP-0072-C01" s current directory. -
Command: PASY
Response: 227 Entering Passive Mode (10,6,1,233,16,50).
Command: LIST
Response: 125 Data connection already open; Transfer starting.
Response: 226 Transfer complete. D
Status: Directory listing successful -
Local site: | I:\Everyonel2013 Trenton Central West EP-0072-C01'8id Package, Remote site: | fprocurement/EP-0072-C01 -
i 2013 Meeting Material due Dates = | procurement -
2013 Trenton Central West EP-0072-C01 o | EP-0066-C01RE1
. Archive | EP-0067-C01 =
.. Bid Package . EP-0072-C01
_Copy of Audit | EP-0092-C01
ARE status log = | ME-0013-B01 =
-~ H
= =
Filename Filesize Filetype Last modified Filename Filesize Filetype Last modified Permissions  Owner/Gro...

b ..
b Drawings - Tren...
b EP-0072-001 Tre...
%] Thumbs.db

8,213,566 Adobe Acroba...
20,101,877 Adobe Acroba...
328,192 Data Base File

2/4/2013 11:08:00 ...
2/26/201

Empty directory listing

Selected 2 files, Total size: 28,315,443 bytes

Empty directory.

| Canrarfl Aral fila Nirartinn  Ramate fila
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5. Right-click in the blue area of the highlighted files and select Upload from the menu.

File Edit View Transfer Server Bookmarks Help

| e TE—
Response: 220-Microsoft F i ervice

‘Response: 220 Welcome To The NISDA FTP Site —
Response: 230-Welcome To The MISDA FTP Site, For Technical Support Contact SDA Help desk 609-9434960Help Desk using mishelpdesk@nisda.qov

Response: 230 User mshaw logged in. ||
Response: 227 Entering Passive Mode (10,6, 1,233, 16,56). -
Command: LIsT

Response: 125 Data connection already open; Transfer starting.

Response: 226 Transfer completes.

Status: Directory listing successful

Status: Disconnected from server ’:‘
Status: Disconnected from server -
Local site: ‘ I:\Everyone'2013 Trenton Central West EP-0072-C01\Bid Package, ~+ | Remote site: | fprocurement /EP-0072-C01 -

2013 Meeting Material due Dates - =
2013 Trenton Central West EP-0072-C01 ':I

procurement -
? EP-0066-COLREL

. Archive | EP-0067-C01 E
| Bid Package , EP-0072-C01
_Copy of Audit | EP-0092-C01
ABE status log < . NE-0013-BO1 <
Filename Filesize Filetype Last maodified \ Filename Filesize Filetype Last modified Permissions  Owner/Gro...
o I
bp4 Drawings - Tren... 8,213,566 Adobe Acroba.. 2/4/201311:08:00 ... 2| Drawing... 8213566 Adobe Acr..  2/26/2013 3:32:..

e EP-0072-C01 Tre... 4 Upload THEP-0072-.. 20,101,877 Adobe Acr.. 2/26/20133:32:..
ploa —

“| Thumbs.db 2/26/2013 3:08:31 ...
- 4 Add files to queue

Open
Edit

Create directory

Refresh
Selected 2 files. Total =i 2 files, Total size: 28,315,443 bytes
Delete
Server/Local file Renarne 'i\e Sizgf Priority  Status
77

6. The transferred files now display in the lower right side of the screen in the “EP-0072-C01”
folder.

File Edit View Transfer Server Bookmarks Help

IResi:uonsel: o ZZU-Mia'olsof'EF .@ eRd_ice‘
“Response: 220 Welcome To The MISDA FTP Site —1
Response: 230-Welcome To The MISDA FTP Site. For Technical Support Contact SDA Help desk 6098434‘360He\p Desk using mishelpdesk @njsda. gov
Response: 230 User mshaw logged in. ||
Status: Retrieving directory listing... -
Command: PASY
Fesponse: 227 Entering Passive Mode (10,6,1,233,16,56).
Command: LIST
Response: 125 Data connection already open; Transfer starting.
Fesponse: 226 Transfer complete. D
Status: Directory listing successful -
Local site: | Everyone\2013 Trenton Central West EP-0072-C01'Bid Package), ~» | Remote site: | fprocurement/EP-0072-C01 -
2013 Meeting Material due Dates - = | procurement -
2013 Trenton Central West EP-0072-C01 ™ | EP-0066-C01RE1
. Archive | EP-0067-C01 =
|, Bid Package . EP-0072-C01
_Copy of Audit | EP-0092-C01
ARE status log = ', ME-0013-B01 =
—
Filename Filesize Filetype Last modified Filename Filesize Filetype Last modified Permissions O’wner,fGro...\
K.
8,713,566 2/4/2013 11:08:00 ... 2 Drawing... 8,213,566 Adobe Acr.. 2/26/2013 3:32....
20,101,877 2/26/201 06 ... TJEP-0072-.. 20,101,877 AdobeAcr.. 2/26/2013 3:32....
[%| Thumbs.db 328,192 Data Base File 2/26/2013 3:08:31 ...
Selected 2 files, Total size: 28,315,443 bytes 2 files, Total size: 28,315,443 bytes
Server/Local file Direction Remote file Size WQriority  Status

0000000000000 ]
-
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C. How to transfer files from SDA’s FTP site onto my computer

1. Browse to the desired FTP directory by double clicking the folders on the lower right pane. The
top right pane displays your current directory. In the example shown, the user is in the “H:”
drive on my computer (Left Side), and in the “_” directory of the FTP site (Right Side).

fZ jshuster@ftp.njsda.gov - FileZilla

Fle Edit View Transfer Server Bookmarks Help New version avaiable!
e B e )
pas&wom;b“."““" Port: Quickconnect I'|

| ost: [Fa-misdngon username: [ishuster

Response 226 Transfer complete.

Status: File transfer successful, transferred 56,897 bytes in 1 second

Status: Retrieving directory listing...

Command: PASV

Response: 227 Entering Passive Mode (10,6,1,233,15,135).

Command: LIST

Response: 125 Data connection already open; Transfer starting.

Response 226 Transfer complete.

Status: Directory listing successful

Status: Starting upload of H:\PO 232 Invoice Package with Signed Receipt Log.pdf

Command PASV

Response: 227 Entering Passive Mode (10,6,1,233,15,136).

Command: STOR PO 232 Invoice Package with Signed Receipt Log.pdf

Response: 125 Data connection already open; Transfer starting.

Response: 226 Transfer complete.

Status: File transfer successful, transferred 3,196,792 bytes in 1 second

Status: Retrieving directory listing...

Command: PASV

Response: 227 Entering Passive Mode (10,6,1,233,15,137).

Command: LIST

Response 125 Data connection already open; Transfer starting.

Response: 226 Transfer complete.

Status: Directory listing successful
JE e —— e SR

Local site: ‘ H:\ r | | Remote site: ‘J’,

= H: (\\sanfs\users\jshusfer) j =2
iy Move -
| DTS Consult - Commerce
- | Exchange from Groupwise ~ @ News
B [ Favorites - @ PMF
SELECD. | 2 o oot

Filename = Fiesize' Filetype | Last modified “ || Flename = | Flsizel Filetype | Last modified | Permissig... | owner/G... |
Z PO 568 Rece... 38,527 Adobe Acro... 10/10/2012 2:... ni. H
Z PO103 Recei... 31,816 Adobe Acro... 1/20/2010 5:0... Z PO 142 Rec... 56,897 AdobeA... 6/17/2013 ..
ﬂ_]POlUS Attac... 64,512 Microsoft W... 3/23/20109:1... Z PO 232Invo... 3,196,7.. AdobeA.. 6/17/2013...
& POL0SFax.TIF 381,554 TIFFimage  3/23/2010 %:l...

= . . J
% P0239 Recel... 30,945 Adobe Acro... 1/20/2010 5:0...

z PO415 Recie... 37,612 Adobe Acro... 9/12/2011 10....

Z P0532 Recei... 40,720 Adobe Acro... 9/27/2012 3:3..

L P0_2364.pdf 15,696 Adobe Acro... 6/13/2013 10:... J

:; PO_2364_R... 15,603 AdobeAcro... 6/13/2013 10:...

“project Mana... 89,823 Microsoft W... 3/23/2011 3:4...

2. To move the files from the FTP site to my computer, simply right click on the desired file on the
llower right pane, and select Download. The file will appear in the H drive on my computer.

Local site: | H:\ j Remote site: |L
: : (\sanfs\users\jshuster) alle )/
DOE Faciity System Move [~ Iy
DTS Consult - @ Commerce
Exchange from Groupwise ? News
Favorites -2 PMF
FFTE OMR d ? PMF-Buletins
Filename = Fiesizel Filetype | Last modified | ;l Filename = | Fiesizel Filetype | Last modified | Perm'ssb...l Owner/G
E; PO 568 Rece... 38,527 Adobe Acro... 10/10/2012 2:... .
“% PO103 Recei.. 31,816 AdobeAcro.. 1/20/2010 5:0... \ ‘1 PO 142 Rec...
EJ PO105 Attac... 64,512 Microsoft W... 3/23/2010 9:1... ‘ PO 232 Inva,
& PO10S Fax.TIF 381,554 TIFF image 3/23/2010 9:1...
b2 132,616 AdobeAcro... 3/23/20109:1... . Z
30,945 Adobe Acro... 1/20/2010 5:0... View/Edit
37,612 AdobeAcro.. 9/12/2011 10:...
40,720 Adobe Acro... 9/27/2012 3:3... Create drrectory
15,696 Adobe Acro... 6/13/2013 10:... J Create new fie
15,603 Adobe Acro... 6/13/2013 10:... Refresh

Filezilla User Guide — SDA FTP Page 5 of 7 Created: 6/12/13



D. How to create Directories or Folders on the FTP site

1. The following screen displays. To create a new directory click in the lower right-hand box.

mshaw@ftp.nj

File Edit View Transfer

Server

Bookmarks Help

|- AR e+ R &5

|Hust: ftp.njsda.gov Username: mshaw

e e 1

Password:

e [Qadmea )

Response: 200 Type setto 1. -
Command: PASY
Response: 227 Entering Passive Mode (10,8, 1,233,165, 147).
Command: LIST
Response: 125 Data connection already open; Transfer starting. —
Response: 226 Transfer complets, |
Status: Directory listing successful b
Local site: | \ w | Remote site: | Jprocurement -
°| My Documents -l -8 7
— (- . procurement
L8 H (sanfshusersimshaw)
-L g I (\trsanischools) e
p N\
= =
Filename Filesize Filetype Last modified ( Filename Filesize Filetype Last modified Permissions  Owner/Gro.. 3
&c; Local Disk .
a0 CD Drive 1 EP-0066-... File folder 1/30/2013 3:53:...
L H: (Visanfs\user.., Metwork Drive . EP-0067-... File folder 12/21/2012 20.., =
LRI (\trnsan\scho.., Disconnected ... . EP-0092-.. File folder 2/8/2013 2:56:0...
10 NE-0013... File folder 12/6/2012 3:18:...
4 NE-0067... File folder 1/9/2013 1:22:0... L4
L NT-0003... File folder 2/19/2013 2:55:...
\. PA-DO0G... File folder 2/21/2013 8:31:...
T nna P o NNt At *
< m |+
4 directories 1 file and & directories. Total size: 4,518,720 bytes
Server/Local file Direction Remote file Size Priority  Status

2. Right click in same box to bring up the drop down menu, then click Create Directory.

mshaw@ftp.njs fof
File Edit View Transfer Server Bookmarks Help
|- FEFE e s R @ B8P0
| Host: \‘:'li:.njsa.a‘gov i Username: mshaw i Password: [r—— Port: B
Response: 200 Type setto 1. -
Command: PASV
Response: 227 Entering Passive Mode (10,8, 1,233,15,147).
Command: LIST
Response: 125 Data connection already open; Transfer starting. —,
Response: 226 Transfer complete, [
Status: Directory listing successful -
= |\ « | Remote site: | fprocurement -
| My Documents - 587
=78 Computer — | procurement
& C
&0 =
8 H: (Visanfsusers\mshaw)
% I (\\tmsan\schools) e
Filename Filesize Filetype Last modified Filename Filesize Filetype Last modified Permissions  Qwner/l
& Local Disk k..
a0 CD Drive "] p-0066-
L H: (Visanfs\user.., Network Drive . EP-00&7-... $ D 3
@ L MW\trnsan\scho.., Disconnected ... .. EP-0092-... b Addfi jLiEE
Lo NE-0O13... Enter directory
1o NE-0067... i it | |
| PA-0005", 31,
Create new file -
T Ans
4 Refresh G
4 directories Selected 1 directory] Delete
Server/Local file Direction Remote file Size Prionty  Status Rename
Copy URL(s) to clipboard
File permissions...
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3. Highlight New directory as shown.

Server Bookmarks Help

File Edit View Transfer
A~ FIIEE e B &g BTN

|Host: ftp.njsda.gov Username: mshaw Password: sessssss

Port: | Quickconnect IE]

Response: 200 Type set to L. -
Command: PASY
Response: 227 Entering Passive Mode (10,6,1,233,15,147).
Command: LIsT
Fesponse: 125 Data connection already open; Transfer starting. =
Response: 236 Transfer complete. |
Status: Directory listing successful -
Local site: | i1 » | Remote site: | fprocurement -
= My Documents * !
78 Computer — | procurement
&
o :
-G8 H: (\isanfs\usersimshaw)
g I \trnsan\scheols) =
Filenarme Filesize Filetype Last modified Filename Filesize Filetype Last modified Permissions  Owner/Gro.. *
Ec Local Disk X .
= e
20 CD Drive B £P-0066-. Create directory M [
G H: (W\sanfs\user.., MNetwork Drive | EP-0067-... 5 = ; c;or- T = =
Ll Mtrnsanhscho.., Disconnected ... L EP-0092-... stk oot RS St
1 NE-0013...
1 NE-0067...
o NT-0003...
| PA-000B...
2 |Mrrnn11 Riestse aierenaiiee. =
4 directories Selected 1 directory.
4. Type in the project or contract number and click the OK button to continue.
File Edit View Transfer Server Bookmarks Help
| A-IEEE e v B a® DR
| Host: fio.nisda.gov * Username: mshawn * Password: e Port: E]
Response: 200 Typesetto L. -
Command: PASY
Response: 227 Entering Passive Mode (10,6,1,233,15,147).
Command: LIST
Response: 125 Data connection already open; Transfer starting. —
Response: 226 Transfer complete. |_|
Status: Directory listing successful >
Local site: | Yy = | Remote site: | fprocurement -
i | My Documents alla-@ s
| Comnputer = [~ | procurement
g C
o D =
-8 H: (Visanfs\usersimshaw)
g I (Wtrnsan'schools) e
F\Iename, Filesize Filetype Last modified F\Iena?ﬂe Filesize Filetype Last modified Permissions  Owner/Gro.,
&C: Local Disk M - y -
il CD Drive 1 eP-0066-f| Create directory [
¥ H: (Visanfs\user... Network Drive \ EP-0067-. T =
. Please enter the name of the directory which should be created: 3
I (\trnsantscho... Disconnected ... .. EP-0092-,
|| NE-0013.. fprocurement/EP-0072-C01
© NE-0067..
Cancel
- p—— [ ]
| PA-0006... AR irius
AT AN e SO 5 S o L e T e B I O I T
< 1 |
A dirartariar Calartard 1 dirartan:

0000000000000 ]
-
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