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Introduction

The following pages outline the steps needed to establish a connection between a User’s
PC and the EASi data upload utility. The instructions are based on the use of
GlobalSCAPE’s CuteFTP Program. While EASi does use CuteFTP, virtually any FTP
client that supports FTP with TLS/SSL over port 990 will work if properly configured.
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FTP Site Configuration

In order to save your settings for future uploads, EASi recommends defining and saving a
site configuration. Adding a site via CuteFTP brings up a dialog box that should be
populated as follows:

General tab

The Label can be any value that is you will The Host address will be

remember to be the connection to the EASi  sftp.easiadmin.com and should never
uploader. Here, we have chosen “ABC change.

Sample”, which will appear both in the list ‘

of FTP sites and in the Label field within

CuteFTP

T e AT E
SIvENVIaIHEC T

- 1 Gereral FTES{tes
| EASi

Login method

(%) Mormal
C' Anonymous
() Double

Password:

GEBRHOBES

[ Mew ¥ l l Rename [ Delete ] [Bru:uwse u:uFFIine] [ Help ] l Conneck ] [ Exit ]

The User ID can be found in the Company Information page in EASi. The Password will
be managed by you, the EASi User.
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About Your Company’s FTP User ID and Password

You will require a User ID and Password for the FTP site. A Client Company ID,
which is used as the User ID for FTP, is assigned to all EASi Clients and can be

found in your “Company Information” screen...see below instructions.

Maintaining Your Password

The ID and Password are used to access the FTP site. You may not change your ID,
but you will need to maintain your password. Please follow these simple instructions

to find your Client Company ID and to maintain your FTP password:

Go to Maintenance>Company Information>

—
FAS 123R LMaintenance :I Participants
—  —

1. To find your Client Company ID, scroll down about 9 rows on the left side of
the screen, and make note of it.

2. Stay on the Company Information screen to set your FTP password. Click on
“Set FTP Password”.

3. Enter your new FTP Password, then click on ‘Set’.

(Your new password

must contain at least 7 characters consisting of 1 number, 1 capital letter and 1

lower case letter).

4. Lastly, click on “Save Changes” to save the changes to your Company

Information page.

5. Go back to CuteFTP and type in the new password in the Password field.

Save Changes

Set FTP Password

Company Information

¥ou can use this form fo mantan nformaton abool your comy

{ B3 Save Crangea E)Eng Sebup Percd ) Sef FTR Pasywond

Company Hame
Addressl

Cay

Ty Lode

Phone

1234 Samgim Way

Set FTP Password

aaressz

[samoe

fexzto.to0e

(216 S25-1400

Please Note: Do not
change your
Company ID number.
If you wish to have it
changed, please

CED / Preaident Artteur HE
Tranatet dgent Chopse Company /
| DTC danbifier
| | Chent Company D | I
Client Company ID,

for FTP

which is your User ID

contact support@
easiadmin.com.

F 7

=
il

Y
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Type Tab

All of the defaults should be selected except for Protocol Type which should be set as
shown.

Connect implicitly over

Actions

Efined port For secure

connections (Park 990) using TLS {350 »3.1) ar
auto-downgrade to a prior S50 implermentation i that Fails,

Server bype:
Auto-detect

[Daka connection bype:
|Jse global settings
Transfer type:

Ise global setting
Server time zane:

Mo Offset

Clear Data channel
Clear Command
O channel
MOTE: The connection
process is always
encrypted. Clearing the
data channel results in
unencrypted data transfer,
Clearing the command
channel results in
unencrypked commands.

[ Awskomatically detect

V] [ Rename ] [ Delete

] [Brawseaffline] [ Help

] [ Conneck ] [ Exit
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Actions Tab

In the Actions Tab in the remote folder field, please leave it blank.

**Note: This field criterion has been changed on January 22, 2009.

B Site.Manaser; Bl
= _}Ger‘lerall SUFElES General || Type | Actions | Options
] EAS
When client connects, switch to this remote Folder:
Leave |
this
. this local Folder:
field
blank
taching options:
When lploaditg, apply this rule ko files and Folder names:
heré to change filker and list parameters:
[ Mew = ] [ Rename ] l Delete /Bru:uwseu:uffline] [ Help ] l Connect l [ Exit ]
/

/

This is the default Local Folder on your local system. You can map this to any folder on
your PC and can also change it once in the program. The value entered here will dictate
which folder is visible when you first open CuteFTP.
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Options Tab

Leave all values set to the defaults.

| zeneral || Type || fckions | Options |

Site specific configuration options:
I_I:'-Ee global setkings For all options

Apply auto-rename scheme to kransfers
Use MLST instead of LIST (retrieves an abbreviated listing)

Use the logical parent (not physical parent) on COUP

Turbo mode (apply mulki-part and compression if awailable)
Site specific Firewall settings

Prosey. .. Socks...

Retry attempts: a0
Delay between retries: 30

Sike max concurrent transfers:

[ [HE "J [ Rename J [ Delete ] [Browse u:uFFIineJ [ Help J [ Connect ] [ Exit J
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Uploading a file

Uploading a file is a simple drag-and-drop function from the local folder (left of the
screen) to the Uploader folder (right of the screen).

B CuteEIPis 0=

File  Edit “iew Tools  Window  Help

WA SNPERREDAQ OO ZTET I X0

Hast: I Username: | ABC | Password:l TTIIT T | Port: | =90 |: ﬁ" Q ‘$ ‘

2 EASi Uploads B 2o
___,-’_ Marme Size | Type Modified 4 Mame |
f._;J newparts, kxk Z.16.., TextD... 1/2Z{2009 10:16:02 AM

Drag file here

(S ———

# | Item Mame | Address o Size  Progress 4 Local

e

Far Help, press F1 | sfip.easiadmin.com, O obijsctis), O bytes

SIGIobalSCARE S CUteTRSI0 S5

File  Edit “iew Tools Window Help

WHAN-INPER DD O T it ¢ X v OB

Host: ' Usernanme: | AEC| | Password: | LIIIITEY ] | Pork: | o0 | ’ﬁ) Q ‘$‘

The Information bar at the bottom shows the progress
of the transfer.

{2 EASi Uploads 2 Y o B
i ,-’ Mame Size  Type | Modified /4 Mame |
E newparts, kxk Z.16... TextD... 1/22/2009 10:16:02 AM

[>]

# | Item Mame Address | <o Size  Progress / S Local

& o mewparts bxt sftpoea... =@ 216 KB _ CtiDacuments and SettingsiLBlackiDeskioplEAS Uploadsiney

7]

o e )

Far Help, press F1 f1] sfn.easiadmin.com, 0 objectis), O bytes
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Once the file has transferred, you will see it in right-hand Window Pane...

Eile Edit Yew Tools Window Help I
\ g N = (A @ 7 == : T
WA SINEFERAQ OO FTA I X 00
|
Hast: | sftp.easiadmin.com B3l u : P d: Part: | 990 \ *|
o | 1 e arTe AS5IE |uuuu! | ar | |/@/ Q QD
[ »
() EASi Uploads if I =Y 13 i«
4 Marne Size  Type Modified 7 Mave
E]newparts.txt 216, TextD... 1/22f2009 10:16:02 AM E]newparts.txt
R[]
# Item Marme Address EShS Size  Progress 4 Local
S 3]
For Help, press F1 1] sfp.easiadmin.com, 1 object(s), 2,16 KB I
#*% Note

The file will not remain in the transfer window for very long. The Importer will check the
folder for changes periodically (approximately once/minute) and will delete it once it has
been processed. This behavior is normal.
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Viewing the Importer Console

Once the file has been received by the EASi system, you can see the status of the
processing — as well as any errors that may occur — through the Importer console. To
view your upload status in EASi, please go to Maintenance>Upload Status.

EAST

EqQuiTy ADMINISTRATION SOLUTIONS, INC.

Uploaded Files Status

Click on File Name to view errors.

Click on Error Types to download the error file.

Click on Delete to delete the records selected for a date range.
The different Error Types are as follows:

D: Invalid Datatype; F: Parent record not found; M: No value in a Manda\ory field; A: FieN contains unallowed values; R: Record not found for updation/deletion; E: Other unknown
error found in the record.

Home | Contact U

ABC Sample

Change Role Change

Refresh Delete Date From: Select Status: | - View All -

no. Error Duration

Start Date End Date i ame Records Loading Records Records
& Time & Time [View Errors) Read from file Errors Processed Uploaded Rejected of Error Types
1/22/2009 1:47:03 PM 1/22/2009 1:47:04 Pi~sewparts ABC.txt 1 0 2;2'2”1
1/22/2009 9:25:11 1/22/2009 9:25:12 Newmkprc_ ARC.ixt 7 0 7 0 7 14 M 0 ming & 1
AN AN FECE

— o~ .
111372008 7:57:38 111372008 7:57:37 planfmvrules ABC bt 1 0 0 = 1 1 E 0 ming & 1
Pl P SECE

If you have any questions, or require FTP Upload Training, please do not hesitate to
contact EASi Customer Support at Support@easiadmin.com.

Thank you.
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