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Egress Switch File Uploads - Quick Start Guide

How To Upload Large Files

Using Egress Switch allows you to transfer your large files securely by
uploading them to our hosted cloud storage.

Signing In

With Egress Sv%ch installed, you will notice a new icon in the
systemtray. ()

To use the software you must be signed in. Simply click on the
Egress icon, as above, and click ‘Sign in’.
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£ switch® -

& Signin
& Create a Switch account

Next, you will be asked to enter your Switch ID and password.
(You should have been asked to create these credentials prior to
this point, if you haven't, please contact your account
administrator).

-
Sign in to Egress Switch M

£ switch’

secure data exchange

Switch ID (user@domain.com):

support@egress.com

Password:
Remember my Switch 1D Forget Me

Remember my password
Sign me in autormnatically

Learn more about Egress Switch
Don't have a Egress Switch account?
Forgot vour password?

Privacy statement

When signing in, we recommend you tick the ‘Remember Me'
options. This will automatically sign you in each time you turn on
your machine.

Once you have signed in, you will notice the Egress Switch icon in
the system tray will turn orange - indicating you are signed in and
the software is ready to use. ()
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Uploading Files Securely

Uploading files securely is quick and easy. Simply click the
orange Egress Switch icon in the system tray (bottom right of your
screen), or double click our desktop icon.
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support@egress.com
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Create package

¢ Create message

My packages

Settings
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Sign out

Click ‘Create Package’ from the options presented.

-
| [JH-130121-123236] - Package Creator [ =] 5 [
-

£ = et | /2
) Bcopy |
Packaged t 3
Package acragedossnaterpie Attach  Attach Paste Address My
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Create Package
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Tags:  Assign custom tags to this package
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No files

The Package Creator window will appear. Simply click to ‘Attach
File’ or ‘Attach Folder’. Once done, add your recipients in the ‘To’
field and add a subject.

Adding Time Restrictions

Egress Switch allows you to add time based restrictions to this
package. As such, you can enforce that the message is only valid
until a specific time, or that it is only valid from a specific time.

To add time based restrictions, simply click the ‘Package
Restrictions’ button.

o
Package

Restrictions

Having clicked ‘Package Restrictions’, you now have the option to
add time based restrictions to the message. Simply click the
relevant tick-box and add the appropriate time and date.

NB: Time restrictions can be added or modified even after the
package has been sent!

f Package Restrictions u
Package Restrictions ‘\

Set package restrictions

Date & Time Restrictions

A package that has expired. oris not yet valid, can only be accessed by the
package author.

Validfrom: 21 January 2013 1141 B
Validuntil: 21 Februany 2012 11:41 |2
I OK I l —
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Create Package

Having set-up your package, by attaching file(s), adding recipients To send a notification to the recipient(s), simply click Finish. A
. - . , , . L . . .
and any time restrictions, click ‘Create Package’. new email within Outlook will load, click Send to provide them
(=2 CH 130121-124117] Creating Switch Package.. =1 with the download link they need to access the large file(s).
Select Data Exchange Mechanism .
I Select how you wart to send this package HEE9®™ « 9 |- Switch Secure Package - Message (HTML)
Message Insert Options Format Text Review
= Cut o @
-O gecture CD‘;DlvcllchiDVD thatis onl r: Normal CD/DVD @ G =) ic:p - - lﬂ g = IZ
reate an encrypte atis only 2 Copy :
accessible to the intended recipients Burn a regular unencrypted CD or DVD Uﬂclajs\f\td Repsatiﬁwgoens Pavste +f Format Painter B I U Agg::k“ 'E:r:celg A't:t“a:h ;\ttetranct\ Slgnvature
Egress Switch | Clipboard T | Basic Text | Mames | Include |

Secure Email Attachment Switch Package From =  Support@egress.com
Send email with attachments protected from Create an encrypted package to store on afile =

i unauthorized access - server or USB stick Send To... ‘MPL’“@'M?

Clun ‘
Upload to Egress Cloud Internet server Subject: | Switch Secure Packege
’ lé Upload data securely to the cloud, and send Create and manage your own FTP and HTTP I
recipients an address conneclion bookmarks A secure file has been sent to you using Egress Switch.
Visit https://reader.egress.com/remote.aspx/ff1133ec-bf73-4b83-2380-3629be5ac357 to access it online.
You will need to create an Egress Switch ID and password. This takes approximately 1 minute and will enly be required once.
[ e [ bee | [ cemed |

You will be asked how you want to transfer this data. For the
purposes of this guide, choose to ‘Upload to Egress Cloud’

-
Package creation complete -

Package Creation Complete y
I Review the information below and click Finish when done ‘\'é

& Summary

o Package JCH-130121-124117 with 757 5 KB in 1 file was created successfully
0 The package upload to cloud has started

Download from hitps://reader earess com/remote.aspi/ff1133ec-bi73-4b83-a. Copy link to clipboard
@ Actions

@ View upload progress

Send notification email to package recipierts

Back ‘ I Finish I ‘ Cancel
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Recap

1. Ensure you are signed in to the client software with your Switch
ID and Password. You can do this by clicking the Egress icon in
the system tray (bottom right of your screen), or by double
clicking the Egress icon on your desktop.

Remember to tick the ‘Remember Me’ options so that you are
signed in automatically each morning!

2. Click Create Package, either from the system tray icon, or by
double clicking the desktop icon.

3. Attach your files/folders, and add your recipients and any
package restrictions. Once done, click Create Package.

4. Choose your data exchange mechanism, i.e. how you want to
transfer the package.

NB: These options may vary slightly depending on how your
business administrator has setup your account.

5. Once you have selected the appropriate option, click ‘Next’. On
the next confirmation screen, select ‘Finish’ and a new
notification email to the recipient(s) will load within Outlook.
Send this as you would normally.

That's it!

Remaining in Control

Egress Switch allows you to remain in control of information sent
securely, even after it has left! You determine exactly who can
access your information and at what time.

Not only this, you have a full audit trail available to you - showing
who accessed the information, and at what time. This is all
controlled via My Packages, another guide is available for this -
please ask your administrator for details.

Learn More About Egress Switch

Visit http://www.egress.com/online-tutorials/ to view informative video
tutorials on how to: -

. Access a secure package

o Manage your packages and control access to them in real-time
o Send large files securely

o Grant or decline access requests to secure packages

o And many more.......

Activating Advanced Features

Egress Switch offers many more features which are not currently activated
with free accounts. To activate the following features please visit us here:
http://www.egress.com/contact-us-form/

o Full email message body encryption

o Automatic email content inspection

o Customisable security policies

o Centralised auditing & user management

. Integration into existing FTP(s) / HTTP(s) / Cloud servers
o Hosted cloud storage

) Customisable email headers

Technical Support

Should you encounter any problems with Egress Switch or have any technical
questions please contact your Egress representative or contact the Egress
support department at http:/Awww.egress.com/support
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