User manual
File upload and sharing
(22. June 2021)

1. Enter the file menu

File upload and sharing is done from the menu, Misc (miscellaneous), which is
accessible if authorized to the current login. If you do not have access, please
contact the office.

1. Choose the menu Misc
2. Choose the menu, Files
Misc « Reports »

a SAE/SAR

Files

A list of existing files (already uploaded) are shown; e.g. the file,
dataQID78_June....csv, which was uploaded 21st of June 2021.

2. Download

If you wish to download/open a file on the list click on the ‘download file’ icon
to the left.

Files Info Search  Upload  Resel
[Enter search parameters]
Name of file: Owned by:
Description:
Name of file Created Expires Owned by Shared with Description
dataQID78_june_2021.csv 21-Jun-2021 18-Dec-2022 IDW CSCocp QID78 - Extraction for live...
T 0.LTXVL-2021-06-21.xls 21-Jun-2021 04-Jul-2021 STMD UPTCKL,UPTCCCA,UPNW,...  Levervantelista




3. Upload

1. To upload a new file click on ‘Upload’, in order to access the upload-
functionality.

Files Info Search | | Upload Resef

[Enter search parameters]

Name of file: Owned by:
Description:
File Upload *
Title: Optional description ...
Process: | Choose optional post-process of file w
File: Select a file [E] Fnd...
Send Reset

2. If you wish to add an extra description to the file, you can enter it into the
‘Title’ field

3. Leave the 'Process’ field empty

4. Click on the Find-button, to select the specific file on your computer that
you wish to upload (share).

5. The file is uploaded by clicking the Send-button.

4. Share

To share a file you need to upload the file first. When you have uploaded the
file you wish to share, click on the line with the name of the file.

Files Search | Add new  Upload  Reset

[Enter search parameters]

MName of file:
Description:
Name of file Created Expires Description

% X Donor_Tx_HLA_LU_jan_2015.xls 09-Jan-2015 08-Jul-2015 Lung tx. and donor info.
% ¥ Donor_Tx_HLA_HE_jan_2015.xls T 09-Jan-2015 08-Jul-2015 Heart tx. and donor info.
% ¥ ac_reject_jan_2015.xls 09-Jan-2015 08-Jul-2015 Reject
% X Donor_Tx_HLA_DK_01_JAN_2015_KI.xls 08-Jan-2015 07-Jul-2015 Kidney tx. DK 01.01.2015
Ll L T T, L N AF .- Aner [T T I O N o L



A new window will appear (number 1 below) if you click on the line below
‘User’ a search window will appear (number 2).

Enter the name on the user to whom you wish to share the file with and press
search. Click on the user and it will be transferred to the ‘Shared with’ list.

When you have selected the person(s) you wish to share the file with, click on
the ‘save’ button.

Files administration Info 1 Back Reset | Publish
Name of file: non-bead.xlsx Created: 22-Jun-2021 Type of file: .xIsx
Expires: 19-Dec-2022 9 Shared with: v
Shared with
User Expires

|Description: non-bead.xlsx

X
File-users Info 2 Reset

[Enter search parameters with % as wildcard; e.g. %0slo%]

Name: I%ﬂgg%l

Name
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