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File Retrieval Guide

MovelT is a service that serves to move files between customers and backend systems. It can also be
used to share files for collaboration. In this guide, we will go through common MovelT task such as how
to:

¢ Download a file from the jobsub folder.

¢ Upload a file to the finaid folder.
¢ Use the FileZilla application to upload and download files without using the MovelT
website.

Access to MovelT
To get started, open a web browser and navigate to the MovelT website located at https://files.usg.edu.
Log in using your USO domain account and password.

Username

'_J sername ‘_E‘
Password

Password ‘E‘

Reguest a password change

For password related issues go to ~
mypassword.bor.usg.edu or call the ITS
Helpdesk at 706-583-2001 or 1-888-875-3697

toll free within Georgia. v
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How to Download a File from Job Submission Using MovelT

Once logged in, you'll be viewing the root directory of MovelT. To download a file from the jobsub
folder, start by selecting on the ManagedServices folder.

Signed onto USG ITS as
# o @B Folders
& Users
& Groups Z
8 Folders
8 woa - i _
Find File/Folder &  Find File
Q Search
Q
O v name Created Size/ Contents
Q O e=—— 2/4/2014 4:58:45 PM am of
0O @ GeorgiageST 20/201 3o
0O e tome 9/6/2013 11:45:13 AM 1m0y
0  @m MznagedSenvces 11/30/2016 4:48:58 PM s oy
0O metoks 10/18/2013 2:50:52 PM 4
Signed onto USG ITS
# tome @B Folders
& Users
&+ Groups H
& Groues [ ManagedServices/
B8 Folders
= Loas
Find File/Folder: & | Find File
Q Search
Find File/Folder Q
O v| name Created Size/Contents
Find User Q 4 Parent Folder
O  mmABAC 11/30/2016 4:59:56 PM 2m 0y
O B8 Albany 11/30/2016 4:59:48 PM 2m oy
O mmaAmMSC 11/30/2016 4:59:58 PM 2m 0y
O @8 Armstrong 11/30/2016 5:00:39 PM 2m oy
0 mmssc 11/30/2016 5:00:12 PM 2m 0y
O  mm Coastal 11/30/2016 5:00:54 PM 2m 0y
O @8 Columbus 11/30/2016 5:00:58 PM 2m 0y
[0  mmDalton 11/30/2016 5:00:24 PM 2m 0y

From the ManagedServices folder, select your school’s name (our example uses Dalton State College).
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Signed onto USG ITS
# tome @B Folders
& Uusers
& Groups 1 —e———
& Grouns / ManagedServices/ I==
8 Folders
B Lo
i Find File/Folder: = Find File
Q Ssearch
Find File/Folder Q
O v name Created Size/Contents
Find User Q 4 Parent Folder
O  mmBanner 11/30/2016 5:00:26 PM 2m oy
O B® Degreeworks 11/30/2016 5:00:25 PM 2im 0 B

From your school’s folder, select the Banner folder.

Signed onto USG ITS
# tone @B Folders
& Users
@ G . — '
& Grous [/ ManagedServices/ E====' Banner/
i Folders
o Lo Find File/ Folder: & | Find File
Q Ssearch
Find File/Folder Q
O v name Created Size/Contents
Find User Q 4 Parent Folder
O meesw0 11/30/2016 5:00:26 PM 1m0
0O mmBsoor 11/30/2016 5:00:27 PM im oy

From the Banner folder, select the folder of the database you are accessing.

Signed onto USG ITS
# tome @B Folders
& Users
& Groups . _— - o
& Soie [ ManagedServices/ T8 =
B Folders
Logs
® Loos Find File/ Folder: @ | Find Flle
Q search
Find File/Folder Q
O v name Created Size/Contents
Find User Q 4 Parent Folder
O  mmuserdata 12/2/2016 8:23:48 AM im 1Y

From the B690 folder, select the userdata folder.
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# tome @mFolders
& Users
: r = — =9
& / ManagedServices/ == userdata/
M Folders
) L
® oo Find File/Folder: & | find File
Q Search
‘ Find File/Folder Q
O v name Created Size/Contents Creator
‘ Find User Q 4 Parent Folder
O e finaid 2/15/2017 3:29:19 PM s
O mejobsub 2/15/2017 3:29:23 PM 3631 Y
O melecal 2/15/2017 5:08:49 PM im0
O D wxaadat.td @ 2/15/2017 5:08:55 PM 1K8B moveit banner admin

From the userdata folder, select the jobsub folder.

Signed onto USG ITS
# tome @B Folders
& Users
& Gr s T T 3
& croues [ ManagedServices/ EE=== === S/ userdata/ jobsub/
I Folders
Logs
8 low Find File/Folder: & | find File
Q Ssearch
Find File/Folder Q ‘
S O v name Created Size/ Contents
Find User Q ‘ 4 Parent Folder
O [ﬁ zsrgdis 1999051.log @ 2/15/2017 5:08:49 PM 2.6 KB
0O [ zsradis 1999051.lis & 2/15/2017 5:08:48 PM 1.7 KB
O [ zsogdis 1998901.pdf & 2/15/2017 5:08:47 PM 11.1K8
|} D zsrgdis 1998901.log & 2/15/2017 5:08:44 PM 899.9 KB
O [5 zsrgdis 1998901.lis & 2/15/2017 5:08:44 PM 8.8 KB
O D zsrgdis 1998689.log @ 2/15/2017 5:08:44 PM 2.6 KB

Select the file you want to download.
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# tom D [ ManagedServices/ Cs====="s===="""0/ userdata/ jobsub/ zsrgdis_1999051.log

& users (ID # 361481365 )

& Groups

W Folders

- File Actions

= Logs

Q search Dowmnload
§ - Q Delete Rename
d Uset Q

File Information

Uploaded by moveit banner admin (moveit banner_admin) at 2/15/2017 5:08:49 PM from (Hidden) via [l MOVEit Central 9.0.0.2

File Size: 2,647 bytes # of Downloads: 0
Integrity Verified: Yes (@ A SHA-1 hash has automatically been used to confirm this file is identical to the original file from which it was uploaded.

Once the file is ready to download, select the button labeled ‘Download.’
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How to Upload a File Using MovelT

Home W®Folders

[ ManagedServices/ == / userdata/ finaid/

1 B e 2

Find Fibe/fokder B e

In our example for uploading a file, we’ve navigated to the finaid folder.

Upload Files...

Upload to: /ManagedServices/ = = 2/userdata/finaid

Launch the Upload Wizard

At the bottom of the page is an area named, ‘Upload Files.” Select, ‘Launch the Upload Wizard.’

MOVEit Upload Wizard X

Upload To: /ManagedServices/ D = 2880/userdata/finaid

Enter Any Notes:

Add File Cancel

From this menu, you can see the file path, enter notes and add the file to upload.

Once a file has been successfully uploaded to the server, an extension of “.upload” is added to the end
of the filename. At this point the file can be loaded into Banner using the original flename (without
“.upload”)

[ v name Created Size/ Contents
4 Parent Folder

O D crbn170p.003.upload & 3/31/2017 11:13:26 AM 1.6 KB

O [ cdii7op.147.upload & 3/31/2017 11:13:27 AM 57.4 KB

O B crecmyop.414.upload & 3/31/2017 11:13:25 AM 2.1 KB

O [3 crpni70p.258.upload @ 3/31/2017 11:13:26 AM 3.4 KB

O [ crsul60p.010.upload & 3/31/2017 11:13:26 AM 2.7 KB
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How to Upload and Download Files Using FileZilla

Site Manager
Select Entry: .
General Advanced Transfer Settings Charset
y My Sites -
'} viFT Host: files.usg.edu ‘ Port: [ l
Protocol: SFTP - SSH File Transfer Protocol
Logon Type: | Ask for password
User: ksawyer
Password:
Background color: | None v
Comments:
New Site New Folder
New Bookmark Rename
Delete Duplicate

Host: files.usg.edu
Protocol: SFTP — SSH File Transfer Protocol
Logon Type: Ask for password

User: Type your USO domain username

You can also use the Filezilla application to upload and download files. In order to connect to the
MovelT service, set the following fields appropriately:

Site Manager

Select Entry:

) My Sites

4 MFT

New Site New Folder

New Bookmark Rename

Delete Duplicate

General Advanced Transfer Settings Charset
Server Type: | Default (Autodetect) v

[ Bypass proxy

Default local directory:

{ |

Default remote directory:

Browse...

[ /Managedservices/Your Institution Folded

[ Use synchronized browsing
[ Directory comparison

Adjust server timezone offset:

El 2. Hours, E S

Minutes

[ome] o

Cancel

Toward the top, select the tab labeled ‘Advanced.’ In the default remote directory field, you can type a
path that will place you in a specific folder such as when you initially log in to MovelT. For our example,
we would like to start in the /ManagedServices/Dalton folder. Finally, select, 'Connect’ to access
information stored in MovelT.
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New site - sftp://ksawyer@files.usg.edu - FileZilla — o X
File Edit View Transfer Server Bookmarks Help New version available!
d-FEFPR 2y EXFn

Host: | sftpi//files.usg.edu | Usemame: | ksawyer | password: [+

 ror [ [t -

Localsite: | C:\Documents and Settings\ | Remote site: | /ManagedServices/Dalton v
=1 Desktop ~ 5 ManagedServices ~
Documents - | ABAC
-8 This PC @~ | Albany
i C: (Local Disk) @ | AMSC
- | SRECYCLEBIN - | Armstrong
Boot - | BSC
Documents and Settings - | Coastal
files - | Columbus
- | Intel £ | Dalton
MSOCache (- | Banner
Nracla N m Nanraswnrke N
Filename Filesize Filetype Last modified Filename Filesize Filetype Last modified Permissions  Owner/Gro...
Banner Filefolder  1/17/20179:53:00AM  drwxrwxrwx 00
Degreeworks Filefolder ~ 12/6/2016818:00AM  drwxrwxrwx 00
6 files and 11 directories. Total size: 661,729 bytes 2 directories
Server/Local file Direction Remote file Size Priority  Status

|| Queuedfiles | Failed transfers | Successful transfers (16) |

If everything was entered correctly, your local computer’s directory will appear on the left and your
institution’s MovelT directory will appear on the right.
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