Move It Securely File Transfer

MoveltSecurely (Also known as MoveitTransfer) is an application licensed through the Minnesota State
System that allows you to transfer confidential and large files securely to another person via a secure
server. This service is available to faculty, staff, and students with a StarID. This service should be used
for any documents that include private data (see Minnesota State Board policies 5.22 and 5.23).

Logging in to MoveltSecurely
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1. Go to the MoveltSecurely login page (https://securefileshare.minnstate.edu/).

2. Enter your StarID and password.

3. Click Login.

You will see the following screen:
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i 14 Day Default Expiration: The default expiration for new packages is 14 days. The sender of a package can still specify a shorter

expiration when sending a package. All files and packages default to 14 day expiration.
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Q. seaccn Automatic account creation: When sending a package, MoveltSecurely now creates *permanent* accounts for Minnesota State
; : Povted by Daren Beges A Accoun! 11142013 23130 9M P
a employees whenever one doesn't already exist! If you enter i ermian auuress or a rmiesuta State employee who doesn't yet
have an account on MoveltSecurely, the system will automatically create a permanent account (as long as it matches the user's
preferred StarlD email address). Email addresses are not case-sensitive, so you don't need to worry about capitalization. You can
check to see if a permanent account will be created (or already exists) by using the "Check Names" button on the New Package
screen; if an email address matches an employee's StarlD account, the address will change to the person's name.
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To Send A File (Package)

1. Click Send a new package.
2. Complete the New Package page to send your file(s).
3. To: Enter the recipient's e-mail address in the "To" field. Use a semicolon between each

recipient if more than one.
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4. Subject: Enter a descriptive subject for your message to the recipient(s).

5. Note: Enter the body of your message to the recipients.

6. Files: Click [Upload Files] dialog to add files for uploading, click Browse and select your file. To
add more files, click Browse again.

7. Once you have selected all files that you wish to send to the recipient(s), click [Upload].

8. Options: Indicate whether you wish to receive a delivery receipt from your recipient(s) and/or
prevent your recipients to 'reply all' to you message.

9. Note that the default expiration period for your package is 14 days. Change the expiration
period if you want a longer time frame.

10. Click [Send] to send the package immediately, or click [Save As Draft] to send it later.

To Access A File (Package)

1. Loginto Move It Securely.

2. Click on Inbox.

3. Open the message from the sender.

4. Open the files or save the files to your computer.

Note: packages expire after 14 days. If you did not retrieve within that time frame, you can ask the
sender to resend the materials.

To Forward a File (Package)

Log in to Move It Securely.
Click on Inbox.

Open the message from the sender.
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4. Click Forward.
5. Enter the email address for the recipient.
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Click Send.

Assistance

If you need assistance, please contact your campus IT support / complete an AskIT ticket:
https://mnwest.custhelp.com/app/ask its

*Directions adapted from Minnesota State Moorhead web page.
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