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AptaFund’s New Secure Document Download Site

Harris School Solutions has installed a new secure document download site on the AptaFund
Servers. This site was installed to address security issues raised by some I'T departments and
auditors.

The new site can be accessed by choosing the Log on to My AptaFund Documents link on
the AptaFund Start page as shown below. It can also be accessed by entering the following web
address in your browser address bar:

https://mydocuments.harriscomputer.com/thinclient/login.aspx

H-ARRIS

School Solutions Support Contact

Change My Password
AptaFund Start Page

AptaFund Alerts:

C‘L ***UPDATED 07/07/2010***

——————— AptaFund Update 113 has been installed! AptaFund 3.00 Update 113 contains a number of
3 new items. Read more about Update 113 HERE..

to AptaFund Help

Note - The first time you visit the AptaFund Login Page, you will be prompted to install the
"Remote Desktop ActiveX Control" from Microsoft. Please click "yes". The installation will take a
few seconds, and then you can click the "Connect" button to log in to AptaFund. (This fink opens
a pop-up.)

to My AptaFund Documents Help

If you experience problems logging on to AptaFund or My AptaFund Documents, click the "Help"
links on this page. If you still experience problems, please contact AptaFund Support at

support@harriscompter.com or (toll-free) 1-866-450-6696.

Copyright © 2010 Harris Computer Inc. All Rights Reserved. _I
v

AptaFund Start Page

When you choose the log on link, a new window will opened and will display the My
Documents login screen as shown below.

Enter your AptaFund username and password and choose Login.
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My Documents Login Screen

When you successfully login, you will be presented with a listing of the files contained in your
AptaFund My Documents folder. Files will be plain text and folders will be links to the contents
of those folders.

Note the checkbox next to each entry in the list. This checkbox will be used to perform the file
commands described in the next section.

Connected to: mydocuments.harriscomputer.com bkingapta@aptafund | FAQ | Logout
I UPLOAD FILES | DOWNLOAD FILES | NEW FOLDER | RENAME | DELETE |
Current Folder: [IUserName/FoIderName co]| up] | HOME |

] Name Size  Modified Date

™ ¢ Arizona Demo

I~ ! califonia Demo

I I cR3140

™ Fund Explorer v1.0

™ I NM Demo

" =l Accounting Cycle.txt 1KB  12/13/2006 6:05:58 AM

"' =l Accounting Periods.txt 2KB  12/13/2006 6:11:24 AM

L] Adopt and Fix Budget Transactions.sql 2KB  12/13/2006 11:29:20 AM

"' =) Approve Deduction Sets.txt 1KB  2/6/2004 6:50:16 AM

" =l Approve Jobs txt 1KB  7/12/2004 2:02:44 PM

" =l AptaFund Finance.doc 21KB  10/6/2009 5:06:44 AM

" =l Bank Accounts.txt 1KB  10/22/2004 9:14:48 AM

[T =l Bank.txt 1KB  7/10/2004 10:55:58 AM

" =l bkimpBankAccounts.sql 7TKB  2/2/2004 4:18:50 PM

[T =l Budget txt 1KB  2/5/2004 6:33:46 AM

L] Calendar Non-working Days. txt 2KB  12/13/2006 7:46:12 AM

[ Calendars_txt 1KB  2/5/2004 7:27:18 AM |

Main My Documents Listing

Harris School Solutions



AptaFund’s Secure Document Download Site Instructions 3

File and Folder Operation Commands
The following commands can be performed on files and folders in the My Documents list:

Upload Files Button

The Upload Files command allows you to copy files located on your local computer or network
up to the AptaFund servers directly into your AptaFund My Documents older. When you
choose the Upload Files button the Upload Files screen will be displayed as shown next.

UPLOAD FILES

Click "Browse" to select a File. You can attach File(s) up to a total size of 50 MB.
The Files will be uploaded to "/bkingApta" Folder.

[ Overwrite selected Files on the server

File 1: | Browse... |

File 2:| Browse... I

File 3: | Browse...

File 4: | Browse... |

File 5: | Browse...
UPLOAD | CANCEL HELP |

Upload Files Screen

Choose the Browse button for the first file that you wish to upload. The Choose File to Upload
dialog box will be displayed.

Choose File to Upload 2 %]
Look in: ]DImpons EI « B

El 485_may_10_reclass bt

1) 2005-2006 Sick Leave 7-1-06 s

E] Accounting Cycle txt

Accourns Payable xls

AptaFund Payroll Timesheet Import xis
4] Budget - New xis

Deduction Set and Set ltems Import s
Implementation Data Workbook - Base xis
PY Import Deduction Sets xis

5] Salary Schedule Import Template xis
Update Deduction Set xis

Vendor Import Template xis

[Z) Vendor Sample b

File name: lVendor Import Template xs EI Open l
=

Files of type: | Al Files ()

Choose File to Upload Dialog Box

The dialog contains a list of the files and folders located on your local computer. Select the file
that you wish to upload and choose the Open button. You will be returned to the Upload Files
screen and the path to the file will be displayed in the File 1 text box.
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Choose the Browse button for any additional files that you wish to upload. You may upload up
to five files.

Once you have selected all the desired files, choose the Upload button in the bottom left corner
of the screen. The file transfer will begin.

Once all the files have been transferred you will be returned to the My Documents folder listing
and the following message will be displayed:

File upload completed successfully
-Vendor Import Template xls

File Upload Success Message

Download Files Button
The Download Files button allows you to transfer a selected file that has been saved to your My
Documents folder to your local computer or network.

Note: The secure document download site only allows you to download one file at a time.

To download a file, log into the My Documents and locate the file that you would like to
download. Mark the checkbox located next to the file name in the list and choose the
Download Files button at the top of the screen.

You may also simply click on the name of the file to download the file as well.

Note - You may receive the following warning at the top of the screen in Internet Explorer
when you choose the Download Files button or click on the file name:

/= WS_FTP Server Web Transfer Client - Windows Intemet Explorer (O] x]
@f\/ > I/, https //mydocuments hamiscomputer.com.thinclient/ Transfer.aspx _:l? % | W |1t X I:" Live Search R

Fle Edt View Favorites Tools Help

<. Favorites |1.;3, () Haris Links » ™1 Gmail " Google

»

# WS_FTP Server Web Transfer Cliert 23 v Bl v @ v Page- Safety~ Tooks~ @+

h donnloading fles PR
W o ‘ » What's the Risk?
K I S School Solutions il i |

Connected to: mydocumens.ﬁarriscomputer.com bkingapta@apta‘ﬁ;n;!_l FAQ | Logout

UPLOAD FILES | DOWNLOAD FILES | NEW FOLDER | RENAME | DELETE | REFRESH |

Download File Security Information Bar Warning
Click on the download file security information bar warning and choose Download File...

from the popup menu displayed.

Once the download warming has been cleared, the File Download confirmation screen will be
displayed as shown next.
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File Download | X

Do you want to open or save this file?
r::f:l Name: Accounting Cycle bd
= Type: Text Document, 130 bytes
From: mydocuments_hamiscomputer.com

Open | Savekllwl

While files from the Intemet can be useful, some files can potentially
0 harm your computer. if you do not trust the source, do not open or
save this file. What's the risk?

File Download Confirmation

Choose the Save button on the File Download confirmation dialog box. The Save As dialog

box will be displayed.

Save As 2] x|
Savein: I@Impons LI Q7 2 E-

‘ Q Vendor Sample bt

File name: IAccoun‘ling Cycle bd Ll Save
Saveastype:  [Text Document | Cancel

—

Save As Dialog Box

The Save As dialog box allows you to navigate the folders on your local machine and network.
Once you have found the folder that you wish to save the file, choose the Save button. The
download progress dialog box is displayed and will indicate when the download is complete.
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Download complete = O] x]

< Download Complete

[ ] ([ 1]]
Downloaded: 130 bytesin 1sec
Download to: \\fileO1\ftproot\Ba...\Accounting Cycle bd
Transfer rate: 130 bytes/Sec

™ Close this dialog box when download completes

Download Progress Dialog Box

New Folder Button

The New Folder button allows you to create a new folder in the location that you are currently
viewing. To create a new folder choose the New Folder button. The New Folder screen will be

displayed as shown next.

New Folder will be created at: /

IPayroII Files|

N, OK I CANCEL HELP

LA\Y

New Folder Screen

Enter the name of the folder and choose the OK button. You will be returned to the folder list
and the new folder will be available for saving files, etc. Choose Cancel if you do not want to

create the folder.

Rename Button
The Rename button allows you to change the name of a file or folder listed in your My

Documents folder.

To rename a file, mark the checkbox next to the name of the file that you want to rename and
choose the Rename button. The Rename File screen will be displayed as shown next.
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RENAME FILE

Enter a new name for
\UserName\Databases xls

[Patabases xis

ok CANCEL | HELP

Rename File Screen

Enter the new name of the file and press the OK button. Choose Cancel if you want to cancel
the renaming process.

To rename a folder in the list, mark the checkbox next to the folder whose name you want to
change and choose the Rename button. The Rename Folder screen will be displayed as shown

next.

RENAME FOLDER
Enter a new name for
IUserNamel/lmports
|Imports
ok] CANCEL | HELP

Rename Folder Screen

Enter the new name of the folder and press the OK button. Choose Cancel if you want to
cancel the renaming process.

Delete Button
The Delete button allows you to delete a file or folder listed in your My Documents folder.

To delete a file, mark the checkbox next to the name of the file that you want to delete and
choose the Delete button. The Delete File confirmation screen will be displayed as shown next.
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DELETE EiLE

Are you sure you want to delete the File(s):
v /UserName/lnvoiceList xls

ok] cANCEL | HELP |

Delete File Confirmation Screen

Choose the OK button to continue with the deletion of the file. Choose Cancel if you do not
wish to delete the file.

To delete a folder, mark the checkbox next to the name of the folder that you want to delete and
choose the Delete button. The Delete Folder confirmation screen will be displayed as shown
next.

DELETE FOLDER

Are you sure you want to delete the Folder(s):
v IUserName/Folder Name

ok CANCEL | HELP

Delete Folder Confirmation Screen

Choose the OK button to continue with the deletion of the folder. Choose Cancel if you do not
wish to delete the folder.

Note: Deleting a folder will also delete all the files contained in the folder. Use this command
only if you are sure you want to delete the folder and all its contents.

Refresh Button

The refresh button reloads the list of files contained in the current folder you are viewing and
will display any files that may have been added since the time that you first logged into the My
Documents site.
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Help Button

Choosing the Help button will display the help file for this Secure Documents Download
application.

Directory Navigation Commands and Sorting Files

The following commands allow you to navigate through the document and folders listing and
allow you to reorder how the files are presented in the listing.
Viewing Files in a Folder

If'you click the link of a folder name in the My Documents listing, the folder will be opened and
the files contained in the folder will be displayed.
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Go Button

Entering a folder location in the text box next to the Go button and choosing Go will take you
directly to that folder. To use this function, the text in the text box next to the Go button must
start with a forward slash followed by your username another forward slash and then the name
of the folders to which you would like to jump.

For example: If you had a Payroll folder that you wanted to jump to you would enter the
following:

/UserName/Payroll

To jump to a subfolder named FY2010 in the Payroll folder you would enter:

/UserName/Payroll/FY2010

After entering the folder path choose the Go button

Up Button

The Up button allows you to navigate from the current folder you are viewing to the parent
folder. In our example above, if you were viewing files in the FY2010 folder and you wanted to
quickly navigate to the Payroll folder you would choose the Up button once. Pressing it again
will take you to the main listing of your My Documents folder.

Home Button

When chosen, the Home button will navigate you from whatever folder you are currently
viewing to the main listing of your My Documents folder. In the example above instead of
choosing the Up button twice, you could use the Home button.

Sorting the File List

To change the sort order of the list of files in your My Documents folder click the underlined
column row title to sort ascending by that column. Click again to sort in descending order.

_I S School Solutions "
Connected to: mydocuments.harriscomputer.com o b;ngapta@aptafund | EAQ | Logout
| UPLOAD FILES | DOWNLOAD FILES | NEW FOLDER | RENAME | DELETE |
REFRESHI
Current Folder: I/bkingAptalImport Worksheets| GO | UP| HOME |

HELP

Size  Modified Date
™ =l imports - Account Structure xis 25KB  6/24/2008 5:25:24 AM

R e e s ot 18 KR R/10/90N8 B-14-18 AM

Sorting the My Documents List by the Name Column
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