Instructions For Uploading Documents to FileDrop
1. Visit website: https://filedrop.cloudfs.ohio.gov/
2. Click Drop-off button to drop-off (upload) file(s).

— Ohio.gov
State of Ohio Username: [ ] Password: [ ] [ ogn ]

Q

If you are a State of Ohio user, you should login above to avoid having to verify your email address,
and be able to drop-off files to non-State of Ohio users.

Anyone may perform the following activities:

Drop-off (upload) a file for a State of Ohio user (email verification required).
m Pick-up (download) a file dropped off for you.

N

© State of Ohio users: you may login with your username and password and send files to anyone, in or out of the State of Ohio.
Non-State of Ohio users: you cannot log in, but can still send files to State of Ohio users if you know their email address. Start by clicking the
"Drop-off' button.
State of Ohio users who wish someone outside the State of Ohio to send them files, can make it a lot easier for them by logging in and
clicking "Request a Drop-off'. That saves the other person having to prove who they are. The request created will be valid for 7 days.

FileDrop is a service to make it easy for you to move files, including large files up to 50.0 GB, in and out of the State of Ohio.

@ How secure is FileDrop?

O Files are automatically deleted from FileDrop 7 days after you upload them.

3. On the next screen, enter sender name, organization name and email address.
4. Check I’'m not a robot and then click Send confirmation IS ELAEIN

E=n - Ohio.gov

Information about the Sender

Have you been given a "Request Code"? u

Your name: |

Your organization; | |

Your email address: fr=guie=g

To confirm that you are a rea/ persen (and not a computer), please complete the quick challenge below:

/| I'mnota robot

I now need to send you a confirmation email.
When you get it in a minute or two, click on the link in it.

O ==

5. Upon clicking Send confirmation, the following message will appear and sender will receive an
email from Storage.Tech@das.ohio.gov.

== OhiO.gOV i[FiIeDrop] You are trying to drop off some filesi
® 9 9 > & -

Now wait for the email message from the FileDrop service to arrive and click on the link n it Storage.Tech <storage.tech@das.ohio.gov>
You may close this window. To Sender name 12:05 H]
You will be directed to the main menu in a moment.
Oh ]
10.goV
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6. The email will include a link that will allow sender to upload document(s) to FileDrop.
Click on the link located at the bottom of the email.

[FileDrop] You are trying to drop off some files

< .
Storage.Tech <storage.tech@das.ohio.gov> © 9% > @
To 12:05 P

Ohlo.gov

This is an automated message sent to you by the FileDrop service.

Name:
Organization:

Email:

You have asked us to send you this message so that you can drop-off some files for someone.

IGNORE THIS MESSAGE IF YOU WERE NOT IMMEDIATELY EXPECTING IT!

Otherwise, |continue the process by clicking the following link|(or copying and pasting it into
your web browser):

@O 0./ /filedrop.clouds.ohio.gov/dropor N |

7. Fill in the text fields with the Recipient (Preschool Special Education) information. Click Add.

Name: Preschool Special Education
Email: Preschoolspecialeducation@childrenandyouth.ohio.gov

hi
ues | — Ohio.gov
Add Reclplents exercise the same degree of caution as you would with any other file you download.
y contain sensitive information (e.g. personal private information)!
m I | e of Ohio user. The recipient will receive an automated email containing the

) the file. Your IP address will alzo be logged and sent to the recipient for identity

=¥ Name: | Preschool Special Education
Subject:

I Helen has dropped off files for you I

¥ Email: i fongCt iod | I

1000 / 1000 left

Click to Add Files or Drag Them Here
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8. Email address will appear in To: text box. A message to the Recipients (PSE team) can be entered.

9. Click on Click to Add Files or Drag Them Here to begin uploading file(s).

—— Ohio.gov

PLEASE NOTE

Files uploaded to FileDrop are scanned for viruses. But still exercise the same degree of caution as you would with any other file you download.
Users are also strongly encouraged to encrypt every file if any contain sensitive information (e.g. personal private information)!

Use this form to drop-off (upload) one or more files for a State of Ohio user. The recipient will receive an automated email containing the
information you enter below and instructions for downloading the file. Your IP address will also be logged and sent to the recipient for identity
confirmation purposes.

From: Subject:
To:
||preschoolspecialed ucation@childrenandyouth.ohio.gov - +) ]

Short note to the Recipients:

Files from ABC School District

4

M Click to Add Files or Drag Them Here I

10.0nce files are added, click Drop-off Files.

= — Ohio.gov

PLEASE NOTE

Files uploaded to FileDrop are scanned for viruses. But still exercise the same degree of caution as you would with any other file you download.
Users are also strongly encouraged to encrypt every file if any contain sensitive information (e.g. personal private information)!

Use this form to drop-off (upload) one or more files for a State of Ohio user. The recipient will receive an automated email containing the
information you enter below and instructions for downloading the file. Your IP address will also be logged and sent to the recipient for identity
confirmation purposes

From: Subject:
] | [ has cropped off files for you |
To:

llpreschoolspecialeducation@childrenandyouth.ohio.gov . o I
Short note to the Recipients:

Files from ABC School District

Z
970/ 1000 left

Click to Add Files or Drag Them Here

Filename Size Description
1: Student NameA.docx 11.6 KB ‘ | x
2: Student NameB.docx 11.6 KB | ®
3 Student NameC.docx 16K8 | | %

34.8 KB / 51200 MB

m Drop-off Files
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11. After files have been dropped off (uploaded), sender will receive a Drop-Off Summary listing all

files sent.

B - Ohio.gov

Drop-Off Summary

Your files have been sent successfully.
They will expire in 7 days.

Filename Size SHA-256 Checksum Description
818FAEEB35C2B3DO3EAZBTSCIAFADAET
a Student NameA.docx 116KB F1C4BAT688095F 6DC63203C584BA7C1C

B10F76818198C2EA56723EC1 ODEIASEG
5 Student NameB.docx 11.6KB 36E9ESOEBDSAADAF2F 595850077 ABFE

670096161 87AF 851 AABTECCABF252ED
a Student NameC.docx 11.6KB ACAEAFBE37D2DAS7DOEFF76A273E7865

3files

From:

I 10.86.120.65 on 2023-06-23 15:48

Comments:

Files from ABC Schoal District

12.Sender will receive a message when files have been picked up by PSE team.

< LA
Storage.Tech <storage.tech@c © 90>
" 6/26/2023

Ohio.gov

This is an automated message sent to you by the FileDrop service.

The drop-off you made (claim ID: pRymF3B9z6mRTdf4) has been picked-up.

The file "Student NameA.docx” was picked up by preschoolspecialeducation@childrenandyouth.ohio.gov
Note: You will not be notified about any further pick-ups of files in this drop-off by this recipient.

Full information about the drop-off:
Claim 1D: pRymF3B9z6mRTdf4
Date of Drop-off: 2023-06-23 15:48:30

Note:

Files from ABC Schoaol District

— Sender —

Name: -

Orga: nizatl’on-

Email Addres-
— Files —

Name: Student NameA.docx

1
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