N\ TEXAS

§ Health and Human
Services

GlobalScape Navigation Help

How do I...log in?

1. Click on the link provided from the HHSC SFTP group.

Note: GlobalScape web access is best supported by Google Chrome at this
time

2. Enter the Username and Password provided, then click on Log in

Log in to sftp.hhs.texas.gov

S\ TEXAS

¥ Health and Human Services

gf.ername:| ‘

Password: |

If wvou have forgotten your password, please use the "Forgot Password” option above,

If you need additional help, please call the HHSC Help Desk 855-435-7181
and ask the ticket be assigned to Enterprise Secure FTP Support.

3. The GlobalScape account credentials will take you to your assigned folder.
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Y i e New Falder [§) Upload [ Uplead Folder

Files My Files >
B My Fles
Messages O *
[ Received Messages
B Sent Messages

| gl |

L J

This jer T
m re to up

How do I...log off?

1. Click the icon on the right side of the Language menu, E
Note: GlobalScape web access is best supported by Google Chrome at this
time

2. Click on Log off

&« (&} & sftp.hhs.texas.gov/#/ w B A
I Apps @ Linkedin Learning:.. W) Dashboards - DEV/.. & Serverlogin @ Home Reading list

Q@ Web Transfer Client

Y c Mew Folder Upload Upload Folder Profl
Files My Files e
B My Files /
Messages O zme

How do I... Change Password?

1. Click the icon on the right side of the Language menu, E
Note: GlobalScape web access is best supported by Google Chrome at this
time

2. Click on Profile
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Bf ‘Web Transfer Client x

&« c @ sftp.hhs.texas.gov/#/ T B a
i Apps @ Linkedln Learning:.. figl Dashboards - DEV/.. Ef ServerLogin @ Home |t Reading list
Web Transfer Client A rrocha
Y - & MNew Folder Upload 3] Upload Falder / Profile
. Log out
Files My Files ¢
Bl My Files

3. Select “Sign-in & Security”, address current password, then provide new
password and save.

Profile

Preferences

Sign—in & Sen:l..rity

Change password
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How do I... Upload a file?

1. Click one time on file.

» Librai » Documes

» EFT Upgrades b EFT Upgrade7,

¥ Sharedl (\\hD0t1001vfsn01 txhhse txnet.state teus
¥ slesikar01 (\\h00t1001vfsn02.behhsc.binet.state.bo

€ Network

Priority of servers v2.docx
Microsoft Word Document

Title: Add a title
Authors: Rocha,Ron (HHSC)

Organize = [OF Open ~ Share with ~ Print. E-mail Bumn New folder = O @
I Favorites Documents library Arange by:  Folder ~
|| Deskiop EFT Upgrade 73.5
! 8 Downloads Name . Date modified Type Size
%l Recent Places
BB eftserver-ent.exe 3/24/20171:01 PM  Application 639,182 KB
| 5 Librories BB eftserver-ent-nodb (1).exe 3/24/201712:56 M Application 504,262 KB
B Documents ] Priority of serversv2.doc 3/1/2017349PM  Microsoft Word D.. 15K8
@ Music
&= Pictures
B videos
18 Computer
&, Local Disk (C)
S8 view (V) (M)

Size: 149 KB
Date modified: 3/1/2017 3:49 PM

Tags: Add a tag
Categories: Add a category

Content status: Add text

2. While logged into logged into the Web Transfer client, drag the selected file
to the center of the internet browser and let go of the file.

Web Transfer Client

Y e &)

Files My Files > gs_portal
BB My Fles
Messages O Hame 4

2] Received Messages

[ sent Messages

New Folder Upload Upload Folder

[ |
LJ

This folder is empty

drag items here to upload
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How do I... Download a file?
1. In the Web Transfer Client window, click on the box in front of the file.

Q}@ Web Transfer Client

Y ci c ¥ Download ,‘ Rename WP Move i Delete

Files My Files 3 gs_portal

Il My Files

Messages I +

[B] Received Messages

¥ notes_for outlook.txt 573 Bytes 2021-09-08T19:12:45.0002
y

B Sent Messages /

Click on check box

2. Double click on the file name or select the download button

Web Transfer Client

Y Filter C i Download ,‘ Rename WP Move i Delete
Files My Files » gs_porta
Bl My Files

Download Button
Messages Mame

E Received Messages

ﬁ notes_for ;3_1|uu<|'.nt

B sent Messages

or Double dick to download

3. After the download has completed, the file will save to your local computer.
The location will very when using different browsers. The usual default
location for downloaded files, will be in your downloads folder.
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Web Transfer Client

Y s c ! Download ,~ Rename WP Move -i Delete

Files My Files > gs_portal
Bl My Files

(<]

Mes sages +

E Received Messages
i -‘clu-s_'_crauiluaa!:nt

B3 sent Messages

Cpen

Always apen files of this type

Show in folder

El notes_for cutlock (3)txt =~ W

For the additional options:
e Open - Opens the file
e Show in folder - Opens the actual folder location

& » Lesikar,Sherry (HHSC) » Downloads

Organize + JOpen  Sharewithv  E-mal  Bum  Newfolder =+ 0 @

Name

| aediprep.ant 20161115 529.p1 K8

2 slesikardl (\hOOt1001fsr 02 bhhsc:

@ Network

aediprep.art20161115 529.p1 Date modified: S/1/2017 1147 AM  Date createct: 5/11/2017 1117 AM
PLFile Size B30KB
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How do I... Delete a file?
1. Click on the box in front of the file.

C@ Web Transfer Client
Y @ ¥ Download #* Rename ®p Move [ Delete
Files My Files » gs_portal
IR My Files
Messages *
[E Received Messages
otes._for outlook txt 573 Bytes 2021-09-08T19:12:45.0002
Click on check box

2. Click on the trash can icon. You will get prompted by a pop-up window to
confirm deletion.

Web Transfer Client
Y Filter C ¥ Download " Rename WP Move [ Delete
Files My Files » gs_portal
Bl My Files
Messages Name & Delete Button

E Received Messages
ﬁ notes_for outlook.txt

B sent Messages

Click OK.

3. The file is no longer listed.
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