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The Montana Department of Administration provides a file transfer service to share files between
state employees and external entities.

You can share files with state employees using this service.

Sending Files to a State Employee

If you need to send files to a state employee:

1. Go to the following web page:
https://epass.mt.gov

2. Select Login using ePass Montana
*If this is your first time using the service, you can Create an ePass Account

3. At the “Welcome to the ePass Montana Dashboard” screen choose File Transfer Service (you
may have to scroll down to under “Add a Service?” on the right side to fine File Transfer
Service. After using the File Transfer Service, it will display under the “Your Services” section)

Your Services &

File Transfer Service (aPass) *

4. Click Send a New file(s)

Sent Transfers

2 Sent Files 2 Received Files 2 T Drive £+ User Preferences

il Remove Selected File(s) = Send a New File(s)

5. Drag and drop files to the window or click “Drop Files Here or Click to Upload” to browse.

* Uploading folders is not supported.
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6. If you browse, highlight desired files and click Open

| Al Fites (7.7) -

7.  Select Continue

NOTE: If you go Back, you will lose the selected files and will have to select any/all files
again. Files are not committed until you choose Continue

8. Select the option State Employee or ePass Montana Customer under General

General

State Employee or ePass Montana Customer

9. Search for a state employee or enter an email to send to. Press Send to complete the
transfer. Files remain available for download for 15 days.
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Working with shared folders

If you are invited to a folder you will receive an email from TransferService@mt.gov.
oer X | B ) B Moy [t B R Ha N Y % i

FILE TRANSFER SERVICE

STATE OF MONTANA

Yeu bave been invited io sccess e following fobder
through the Stxie of Montana File Trasfer Servics:

FOLDER NAME: Teating_Folder
é‘n:fs.r&!’;“'m Rurm ke it sghts Editon can spdoad, dowelosd, ssd pemave file
SENT FROAL Vidor Mbewats

MESSAGE; Yoou huve been imviied te s daged folder on MT Deive

Te accen ihin folder,
login 1o the State of Mlemtans Fide Tranafer Service:

1. Click Access this Folder

2. Choose Login using ePass Montana

p Login using ePass Montana

p Create an ePass Account

3. If you are an Editor of the folder you can add and remove files. If you are a viewer you will be
only be able to select files for download. To download, click on the file and choose save.

Test

Current User Access:  EDITOR =
=+ Add New File(s) M Remove Selected File(s)

[Cselect All  File Name %

[ Ahour_rwisdata_21 csv
] 4hour_rwisdata_18.csv
= 4hour_rwisdata_00.csv
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