Sending a file to the Office of Research / Office of Sponsored Programs
1. Goto https://secure.research.vt.edu/filedrop/ and Login with your PID and PID password

I VirginiaTech | fiCentral Authentication Service

QrHelp Terms of Lse About CAS

Usarname

Password

Wam bafore logging into other sitas.

[onin [l cear

Swilch 1o high security POC login.

Security Notice

For security inasons, please close your web browser when you have finishod accossing
services that requirs authentication.

2. You find the person you’d like to drop a file to one of two ways
a. Search for that person by entering in their last name in the search all staff box, then click it when their

name appears:

Select A Department OR Search Staff’

Pleass et a depariment
(S )
1| Office of Spanscred Programs (OSP)

¥ 2 Office of the Vice President for Research (CVPR)

Currest Department
3 Office of Research Compliance (ORC) ]
§ 4 Office of Export and Secure Research Compliance (OESRC)

& Office of the University Veterinarian and Animal Rescurces (QUVAR)

b. Browsing people by clicking on the organization name:

MVirginialech = Office of the Vice President for Research

invent the Future

© VT Web @ VT People

Select A Department OR Search Staff

Coggeanne
4 Virginia Tech Home 338ee€TCct a department:

4 OVPR Home (Sign Ouf)

4 OSP Home 1 Office of Sponsored Programs (OSP)

e 2 Office of Research Compliance (ORC) Current Department

» Drop A File
» Change Department/Search

3 Office of Export and Secure Research Compliance (OESRC)
4 Office of the University Veterinarian and Animal Resources

Office of Sponsored Programs
(OsP)

» Pick up File w Key

Search All Staff

Enter Last Name:

Hint: Typing the first two letters of the last name will display a list of staff that start with those letters.




3. Once you have either searched, or clicked an organization, you’ll be directed to the drop us a file page. If you
Searched, the person’s name who you searched for will already be listed, if not, click on the drop down list and

find the person who you wish to send a file to.

Office of the Vice President for Research

Drop Us AFile ...

Follow the siepy below to compleie vour file upload:
= .

| Ploass select an Individual you would like i have isceivs yout fila: oy "
SompARm i
. + Do et nmgate 12 wcthes page wih yous bssmraas il
Pk up File ! oy - e - the upicad in fuby complete.
Chekng e he Sk tusmsn of yoas rowser
1 Select the fila you would ke o uplosd ... fup fo TO0ME) 'w\::u: Bhw your cancel
Eowas
: £ Click the Uload low » buton balow 1o complete your fle uplad:
| B Uplosd New »
1=

4. Click Browse

of the Vice President for Research

Drop Us A File ..
Logged Tn As .
Follow the steps below to complete vour file upload:
Comvert Depariment: ffice of Spensored Pr 5P (g Oul}
1 Please seloct an Individual you would ke to have recelve your file: ‘Current Tepartment
T v » Change Department [ Search St .
2 Entar a belet dascriptian of the coments of yaur file (optional) e
Hints ...

+ Dt st navigats b ansther pag with youw browser unti
the upload is hlly complete.
+ Clicking on e Stog butlon ol your brawsar vell cancel

3 Select the file you wy your upioad

Click the Upload Now
4 pi
Uipload Nows

ta complite your file upload:

5. Navigate to the folder where the file is, then double click on it.

» New folder (2)

Organize »  New folder

¥ Favorites “ Name Date modified Type Size

B Deskiop ] Test Word Document 10/26/20111:50 M Microsoft Word D... 0

| Recent Places Test Word Document 10/26/2011 230PM  Application 160
Data

&8 Downloads

i Libraries
= Documents
@) Music
=] OVPRShared
i Pictures

B videos
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1% Computer
&, Windows (C:)
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File name: Dell Client Configuration Utility ~ | AllFiles A
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6. Once you have selected the file, click the “upload now” button.
Drop Us AFile ...

Follow the steps below to complete your file upload:

Current Department: Office of the Vice Pre

nt for Research (OVPR)

1 Please select an individual you would like to have receive your file:

_ « » Change Department/ Search Staff

2 Enter a brief description of the contents of your file {optional):

200 characters |=ft. Limit 200 cha;

Select the file you would like to uplead ... {up to 700Mb)
C\Users_\Deskt:| Browse_

A ick the Unload Now » button below to complete your file upload:
Upload Now »

7. Once you see “your file was successfully delivered to..” You are finished. The recipient will receive an email
telling them to retrieve the file.

Follow the steps below to complete your file upload:
Current Department: Office of the Vice President for Research (OVPR)

-M” receive your file

Enter a brief description of the contents of your file {optional):

=ft. Limit 200 cha

Select the file you would like to upload ... {up to 700Mb)
C:\Users\ IRt Docun | Brov

Click the Upload Now » button below to complete your file upload:

remote JPG

Time Remaining:
Upload complete (100% of 23.2 KB) 0:00

Your file was successfu\li delivered to

REMINDER: This file will expire and be removed from the system on . If you would like to extend/change the expiration date click here

If you have dropped all of the files that you intended to drop, we suggest that you close your browser to end your session with us, especially if you are using a public or shered computer



