Transferring Documents to LACA’s
District Disaster Recovery FTP Site
Overview
The District Disaster Recovery FTP site is meant to be a place for district treasurer’s

office staff to store necessary documents off site to ensure business continuity during a
disaster recovery.

Creating your FTP Client Connection

o Go to Start/All programs/Reflection/FTP Client

Connect to FTP Site

K ame Addreszs zer Hame | Home Directon Connect
ﬁ_@ |lacal.laca.org rkiewitt
Cloge
Hew...
Delete
Rename

Froperties




o Click New and type the following address in the box : DR.LACA.ORG

Reflection ETP [‘5_(|

- Add FTP Site

Thiz wizard helpz you connect to an FTP server.

i #- YWhat iz the hiost name or P address of the ETF server?
Sy [e.g.. frpowrg.com or 150.215.7.2]

' [DR.LACA.ORG]

| Mest » | Cancel

o Click Next, Click User, Click Next

Reflection FTP

%)

Login Information

YWhat kind of login do pou want?

7 Anonymous

~ ; Advanced...
< Back | Mest » | Cancel |




o Type in your LACA e-mail/SSWAT username/password (not your Reflection
password). Reflection FTP gives you the ability to enter your password even
though LACA does not recommend this. Click Next

Reflection FTP ['5_(|

FTP User Login

YWhat iz pour user name?

|i-:||:|e

Your pazzward can be zaved az encrypted test in the regizty o
that you do naot have to enter it each time you connect to this zite.

[ Save my pazsword a3 encrypted text

< Back | Hest » | Cancel

o If you would like to connect to your FTP site at this time, click “Yes” and then
Finish.

Reflection FTP &|

Connect

Reflection FTF will add thiz site to wour zite list.

o Yz
{ Mo

< Back | Firizh | Cancel




Using your FTP Client Connection

o Go to Start/All programs/Reflection/FTP Client

Connect to FTP Site

Mame Address Uger Mame Haorme Directany Connect
EfDR . Laca ORG DR.LACA ORG kit
ﬁ_ laca lacal laca.org mhewaitt

Delete
Rename

Froperties

e il

o Click on your DR.LACA.ORG connection and click on Connect

Reflection FTP ['5_(|

\?/ YWhat iz the pazzword for user 'mhewitt™?

s | Cancel

Enter your password.



RG - Reflection FTP Client

File Edit Wiew Connection Script Tools Help
| DR LACA.DRG - i a | Mm% oo | k2
Q CADocuments and Settingssmhewitt. AR GANG My Documents
Marne | Size | Type | Modifisd A
() Adobe File Folder a/a/2003 11
() draft regs File Folder a/1a/2004 2
\Jfiscwebs File Folder gfalzo0s 5
[JFTPCache File Folder 3/10/2004 4
\laser printing File Folder Ziaf2004 12
\Jmedical mutual File Folder g/af2003 11
| My Data Sources File: Folder a/e/2003 11
)My eBiooks File Folder 2112005 1
ﬁl\’lv Music File Folder g/af2003 11
@Mv Pictures File Folder a/e/2003 11
My \Webs File Folder a/a/2003 11
I ODEC query File Folder a/af2003 11
(Cpersonal File Folder 982003 2
() Reflection File Folder a/a/2003 11
() 5andy File Folder a/af2003 11
[CJtemporary File Folder 6212006 2
I £ wzREPORT WinZip File 2j3(2003 3t
@~$ntracts Sl 162  Microsoft ... FlE0fz004 €
06-07 purge control ME 44,544  File 692006 5:
@61 15 Licking Area Computer ... 250,830 Microsoft E...  10/4/2005 S
| accLoaD 1,216 MicrosaftE...  9{17/2004 4
accload kest 1,147 Microsoft E...  9/17/2004 4
@ accload kest 158,944 Microsoft E...  9/17/2004 4
P areate 34n7  Adehe Acvn SlAIPONA 40 2
— I —
For Help, press F1 Binary/Ask User  |Bf25/2006  |10:29 AM

The right side of your screen is your FTP Site folder. The left side is your PC.




Storing a Document on your FTP Site

To copy a document to your FTP site, “open” the PC side by clicking on the PC icon
C:\Document .....

B DR.LACA.ORG - Reflection FTP. Client

File Edit w@w Connection Script Tools Help

| &, PALACA.ORG -~ i ag | M|

| g CADocuments and Settingsimhewitt. QR GANGYMy D ocuments

| Size | Type | Modifisd
21,504  Micrasoft ... §/19/2005
14,055 Adobe Acro,,,  5f372005 1C
8,684 TextDocu..  2/20/2003 4
15,393 MicrosaftE...  6/17/2005 1

13,624 MicrosoftE..,  4/15/2004 4
301,214 Microsoft ... 6/5{2004 10

@call and emails 14,336  Microsoft E...  9/11)2003 2
Cleanup Records 20,480  Micrasaft ... 11/14/2005
Ecompaq 4,240  Adobe Acro...  5/24)2004 1
1 Cantract temolet 20,992  Microsoft ... 3/21/2003 2

Locate the folder that contains the document you wish to store. If you click on the
down arrow beside My Documents you can open other drives/servers.

B DR.LACA.ORG - Reflection FTP. Client
File Edit

‘igws  Connection Tools  Help

| i My Documents

|

'-_E. AMDCERT 21,504 Microsoft ., gf19/2005 2
'Earsumm 14,055  Adobe Acro...  5/372005 1C
benacc 8,684 TextDocu...  2/20/200354
budwrk 15,393 Microsoft E...  &/17/2005 1
@BUDWRK_SR 13,824 Microsoft E...  4/15/2004 4
budwrkla. 301,214 Microsoft E...  6/8/2004 1C
@call and emails 14,336  Microsoft E...  9/11)2003 2

anup R 5 20,480  Micrasaft ... 11/14/2005
'@compaq 4,240 Adobe Acro...  5/24)2004 1
@Contract templet 20,992 Microsoft ... 3f21f2003 2
@Contracts S 108,544 Microsoft .., Flznfzong ©
@Contracts_SW 130,048 Micrasoft E...  7/20/2004 1
38 Copy of MCS LIBRARIANS 15,672 Microsaft E... 4272004 =
ﬁcslg 4,044 Adobe Acro,.,  5f24)2004 1
@c-tec AE 109,568 Micrasoft E,..  3/17]2006 4
[#db1 95,304  Micrasoft A...  4/16/2003 =
%Default 1,140 Remote De... 12f5)2005 1
duties -3 20,992 Micrasaft ... 9112003
@FYE USPS Checklist 23,552  Microsoft ... 52712004 ©
3R 003 54,784 Micrasoft E...  12/19/2002
@he bud Fy0d 317,440 Microsoft E.,,  8/2f2004 3:
@he bud fy05 316,416 Microsoft E... 882005 1:
@he bud Fy06 235,520 Microsoft E...  7f24/2006 €
ke reu Funa 12 R74  Mirvnenft F al1aizng = ¥
For Help, press F1 Binary/Ask User  [8/25/2006 11135 AM




Click on the document and “drag” it to the right side. You need to transfer Word,
Excel and PDF documents as binary. If you are not prompted to select the transfer
type, you can verify the transfer type by going to Tools/Transfer Method and select
binary.

.DRG - Reflection FTP Client

View  Connection

File Edit Scripk

~llE ek @ @ 8B X B

£ DR LACADRG / |
Cleanup Records.doc

Tools  Help

|, DR.LACA.ORG

Modified

Size | Tvpe

21,504 Microsoft ., gf19/2005 2

14,055 Adobe Acro... 50372005 LC

8,684 TextDocu..  2/20/2003 4

15,393 Microsoft E...  &f17/2005 1

13,824 Microsoft E...  4/15/2004 4

301,214 MicrosoftE... 682004 1C

14,33 Microsaft E... 9112003

20,480 Microsoft ... 11/14/2005

4,240 Adobe Acro...  5/24/2004 1

@Contract templet 20,992 Microsoft ... 3f21f2003 2

@Contracts S 108,544 Microsoft .., Flznfzong ©

@Contracts_SW 130,048 Micrasoft E...  7/20/2004 1

38 Copy of MCS LIBRARIANS 15,672 Microsaft E... 4272004 =

ﬁcslg 4,044 Adobe Acro,.,  5f24)2004 1

@c—tec AE 109,568 Micrasoft E,..  3/17]2006 4

[#db1 95,304  Micrasoft A...  4/16/2003 =

%Default 1,140 Remote De... 12f5)2005 1

duties -3 20,992 Micrasaft ... 9112003

@FYE USPS Checklist 23,552  Microsoft ... 52712004 ©

3R 003 54,784 Micrasoft E...  12/19/2002

@he bud Fy0d 317,440 Microsoft E.,,  8/2f2004 3:

@he bud fy05 316,416 Microsoft E... 882005 1:

@he bud Fy06 235,520 Microsoft E...  7f24/2006 €

ke reu Funa 12 R74  Mirvnenft F al1aizng = ¥

For Help, press F1 Binary/ask User | 8/25/2006  |11:43 AM




Accessing Your Stored Documents

If you want to access the saved document, you need to run Reflection FTP client by
following the instruction above for “Using your FTP Client Connection”. Click on
the file you need to access and copy it back to you’re your PC. You will then need to
go into Word or Excel to print or modify the document. Make sure the your PC side,
left side, is My Documents. If you click on the down arrow beside My Documents
you can open other drives/servers.

B DR.LACA.ORG - Reflection FTP Client

File Edit Wiews Connection Script Tools Help

|_.1 by Documents j |=_°F 131} {"] cllfr > fa 7 E—D k‘)
| [=] — B DRLACADRG / |

Name Size | Type Modified A~ Cleanup Records.doc

() CODEC query File Folder g/af2003 11

(Cpersonal File Folder 982003 2

() Reflection File Folder 8/a/2003 11

() 5andy File Folder g/af2003 11

[Ctemparary File Folder 6212006 =

£ wzrePORT WinZip File 2j5(2003 3:

@~$ntracts Sl 162  Microsoft ... FlE0fz004 €

08-07 purge contral NE 44,544  File 692006 8

@61 15 Licking Area Computer ... 250,880 Microsoft E...  10/4/2005 €

ACCLOAD 1,216 Microsoft E...  9/17/2004 4

accload kest 1,147 Microsoft E..,  9/17/2004 4
@ accload kest 158,944 Microsoft E...  9/17/2004 4
Eaccsts 5,407 Adobe Acro... 562003 4:
@F\MDCERT 21,504 Microsoft ., gf19/2005 2
'Earsumm 14,055  Adobe Acro...  5/372005 1C
[?:] benacc 8,684 TextDocu...  2/20/200354
budwrk 15,393 Microsoft E...  &/17)2005 1
@BUDWRK_SF\ 13,824 Microsoft E...  4/15/2004 4
budwrkla. 301,214 Microsoft E...  6/8/2004 1C
@call and emails 14,336  Microsoft E...  9/11)2003 2
il Cleanup Records 20,480 Microsoft .., 11/14/2005
'@compaq 4,240 Adobe Acro...  5j24)2004 1
@Contract templet 20,992 Microsoft ... /212003 2
B antrarts S 108 Sdd  Mirraenft 7ieniznng ¢ ¥

For Help, press F1 Binary/Ag—- L= ioudn ang
i i JFiscal FTP Site - Microsoft Wiord




Deleting Documents from vour FTP Site

To delete an item you no longer wish to store on your FTP site, left click on the
document and select delete.

Exiting FTP Client

o To exit your FTP Client connection, Click on the disconnect icon.

B DR.LACA.ORG - Reflection FTP Client

File Edit Wiew Connection Script Tools Help
| DR LACA.DRG - £ | Mo L oo | a2
Q CADocuments and Settingssmhewitt. AR GANG My Documents |
Marme | Size | Type | Modified | @] Cleanup Records.doc
() Adobe File Folder a/a/2003 11
() draft regs File Folder a/1a/2004 2
\Jfiscwebs File Folder gfalzo0s 5
[JFTPCache File Folder 3/10/2004 4
\laser printing File Folder Ziaf2004 12
\Jmedical mutual File Folder g/af2003 11
| My Data Sources File: Folder a/e/2003 11
)My eBiooks File Folder 2112005 1
ﬁl\’lv Music File Folder g/af2003 11
@Mv Pictures File Folder a/e/2003 11
My \Webs File Folder a/a/2003 11
I ODEC query File Folder a/af2003 11
(Cpersonal File Folder 982003 2
() Reflection File Folder a/a/2003 11
() 5andy File Folder a/af2003 11
[CJtemporary File Folder 6212006 2
I £ wzREPORT WinZip File 2j3(2003 3t
@~$ntracts Sl 162  Microsoft ... FlE0fz004 €
06-07 purge control ME 44,544  File 692006 5:
@61 15 Licking Area Computer ... 250,830 Microsoft E...  10/4/2005 S
#Hjacooan 1,216 MicrosaftE...  9{17/2004 4
accload kest 1,147 Microsoft E...  9/17/2004 4
@ accload kest 158,944 Microsoft E...  9/17/2004 4
P areate 34n7  Adehe Acvn SlAIPONA 40 2
For Help, press F1 Binary/Ask User  |Bf25/2006

11:51 AM




