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Overview

The Florida PALM Secure File Share portal has been created to allow
agencies and the Project to share documents that contain sensitive or
confidential information. Below are the instructions on how to use the
Florida PALM Secure File Share Portal.
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Managing Access

Agency Sponsors are responsible for managing (granting and removing) access to the Florida
PALM Secure File Share portal. Agency Sponsors must complete this form to grant or remove
access to the Florida PALM Secure File Share portal (see Figure 1). This form should be
completed by Agency Sponsors only, and access should only be given to members of the
agency’'s CCN.

Secure File Share Access Form

The purpose of this form is for the Agency Sponsor to identify user access to
the Florida PALM Secure File Share portal, where agency sensitive and
confidential information will be shared.

Instructions

Agency Sponsors must submit this form to grant or remove access for their agency
users of the Florida PALM Secure File Share portal. After the form is submitted and
reviewed by the Florida PALM team, the changes will be made and the impacted users
notified.

Only the Agency Sponsor should complete this form and only for members of the
agency’s CON.

Agency *

Figure 1: Secure File Share Access Form

NOTE: Agency Sponsors should take careful consideration in who is selected to have access to
the Secure File Share portal. The individuals selected should understand their agency’s policies
related to viewing, storing, and sharing files with sensitive or confidential data.

Once access has been granted by the Project, an email confirmation will be sent to the user with
a link to access the portal. CCN members who have been granted access will be identified in the
Agency’s CCN Worksheet in Smartsheet, in the Access to Secure File Share Portal column
maintained by the Project.
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When a form has been submitted to remove user access, the Project will remove the users access
to the Florida PALM Secure File Share portal, as well as remove them from the Access to Secure
File Share Portal column in the Agency’s CCN worksheet. An email notification will then be sent
to the Agency Sponsor, confirming that the request was completed.

Navigation

The Secure File Share portal is developed in the Florida PALM SharePoint site and is organized
for agencies with an intuitive file folder structure. Users who have been granted access can
navigate to the portal using this link.

NOTE: It is recommended that users bookmark this link for ease of future access.

1. On the Secure File Share homepage, navigate to your agency’s folder using the Libraries
menu found on the top left (see Figure 2).

Fli‘nda PALM Secure File Share

— — — _l
I Libraries
DEMO I

Site contents

Immn

Figure 2: Secure File Share Main Page

2. Within your Agency specific folder, you will have access to additional folders and documents
(see Figure 3).

DEMO (v ~
(%  Name v Modified Modified By Add column
——— — — — — -
I Configuration Workbook Inventory I Tuesday at 3:29 PM Hartsfield, Jenifer
I ] _\Corwersion Workbook |nvento|-3.- ‘Yesterday at 11:06 AM Hartsfield, Jenifer
—_—— e —

Figure 3: Agency Folder main page
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Using the Secure File Share Portal

Uploading a file
3. To Upload afile:

a. Click “Upload”, then click “Files” (See Figure 4)

Secure File Share

—_———— -
I T Upload VJ B Editin grid view @ Sync 5 4

DEMO [Iﬂﬂv Folder

D Mame Modified ~

Figure 4: Upload File

b. Select the document to upload and then click “Open” (See Figure 5)

Secure File Share

i @ open X
& v i > Downloads v @] Search Downloads r
DEMO ﬂﬂ“ > Organize = New folder = - [ o
-
Name Date modified Type
Name 1 — e e . T —— —
B — Documents # I Ferelay
Configu ! Downloads # @ Florida PALM Secure File Share Site Test 7/12/2024 11:52 AM I Micrg
- e e ——————— — —
:‘Convers P8 pictures »

@ Music »
3 videos »

Ell Desktop

Screenshots

File name: |Florida PALM Secure File Share Site T V‘ All files

Upload from mobile Cancel

Figure 5: Select File

c. Check in the file
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Checking in a file

4, To Check In afile:

a. Open the Options by clicking the dots beside the selected file name (See Figure 6)

Secure File Share

(B editin grid view € Open ¥ [ Share C2 Copy link

DEMO > Configuration Workbook Inventory > Cash Management

(] D Name Modified ~

(V] B9 DEMO Consolidating Revolving ... & Tuesday at 4:23 PM

Figure 6: File Options

b. Click on “More” > “Check In” (See Figure 7)

Secure File Share
Open >
Preview | N
8 tditin grid view @ Open ~ & || Delete ¥ Favorite
Share
. . Copy link
DEMO > Configuration Workbook Inventory > M)
Manage access
o O Name Delete lodified By Ad
(-] BY DEMO Consolidating Revolvin...© @I _I Automate > obles, Jordan

Favorite

Add shortcut >

Download

Rename

Move to

Copy to Properties

Version history Workflow

Alert me Compliance details
More > I Check in

E—— E— e —
Details Discard check out
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Figure 7: Check In

c. Insert comments (if necessary) and click “Check In” (See Figure 8)

Check in Florida PALM Secure File Share
Site Test.docx

Comment

Type comments describing what has changed in this version.

Z

NOTE: Only the person who has the file checked out can make edits. No one else will be able to
make edits to the file until it is checked back in.

Figure 8: Check in Comments

Checking out a file
5. To Check Out afile:
a. Open the Options for the selected file (three dots)

b. Click on “More” > “Check Out” (See Figure 9)
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Secure File Share
Open >
Preview L .
(B Editingrid view 8 Open ¥ & || Delete 17 Favorite
Share
. . Copy link
DEMO > Configuration Workbook Inventory > ey M)

Manage access
(] 5  Name - Delete lodified By Adc
© B DEMO Consolidating Revolving ... & I_J Automate ? obles, Jordan
Favorite
Add shortcut >
Download
Rename
Move to
Copy to
Version history Properties
Alert me Workflow

More > Compliance details

Details Eheck out

Figure 9: Check Out
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c. If you accidentally checked out an item, you can discard the check out (See Figure 10)

Secure File Share
Open >
Preview |
(B Editin grid view @ Open v & | Delete ¥¥ Favorite
Share
i . Copy link
DEMO > Configuration Workbook Inventory > M)

Manage access

o 0O Name Delete lodified By + Add

© B DEMO Consolidating Revolvin... ® © LJ Automate 7 obles, Jordan
Favorite
Add shortcut >
Download
Rename
Move to
Copy to Properties
Version history Workflow
Alert me Compliance details
——1

LMore 2 Checkin

— e— F——

Details LDiscard check out

— — —

Figure 10: Discard Check Out
Editing a file
6. To Edit afile:

a. Open the Options for the selected file

b. Click on “Open” > “Open in App” (See Figure 11)
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Secure File Share

l_Open > Openin browser
' 1
. Preview Open in app
BB Editingridview @ Open v & I
Share
. . Copy link
DEMO > Configuration Workbook Inventory > M)
Manage access
(] O Name v Delete lodified By + Add
© B DEMO Consolidating Revolving ... e LJ Automate > obles, Jordan
Favorite
Add shortcut >
Download
Rename
Move to

Figure 11: Open in app

c. Make and Save edits in app

d. Exit and Check In the document, insert comments (optional) and click “OK” to check it
in (See Figure 12)

Check In ? X

Version Comments

O Keep the document checked out after checking in this version.

Cancel

Figure 12: Check In from app
Downloading a file
7. To Download a file:
a. Open the Options for the selected file

b. Click on “Download” (See Figure 13)
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Open

Preview
(B Editin grid view 8 Open v (&

Share

Copy link

DEMO > Configuration Workbook Inventory >

Manage access

@ O nName~ Delete

©@ B DEMO Consolidating Revolving .. © l_‘“JAutomate

Favorite

Add shortecut

——

Download -I
— —

Rename

Move to

Copy to

Figure 13: Download

c. Click “Open file” (See Figure 14)

ness X @ Secure File Share - Cash Man. X —|—

bx?vie... Q A ¢ ) = N
Downloads B Qa - £
=~ DEMO Consolidating Revolving Accoun =~
= LOpen fiIeJ @
7 Not following
orite X1 selected = All Documents

Figure 14: Open Downloaded File
Restoring a file
8. To Restore a previous file version:
a. Open the Options for the selected file

b. Click on “Version History” (See Figure 15)
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Secure File Share

Open
_, Preview
B Editin grid view (8 Open ¥ &
Share
Copy link

DEMO > Configuration Workbook Inventory >

Manage access

(] E Name ~

Delete

(- B DEMO Consolidating Revolving ... @I_J Automate
Favorite
Add shortcut
Download
Rename
Move to
Copy to

—
Version history

e —
Alert me

More

Details

Figure 15: Version History

c. Select the date of the file you would like to restore, and click “Restore” (See Figure 16)

Version history

Delete All Versions

Ne. ¥ Modified

40  6/28/2024 6:10 PM

3.0 6/28/2024 6:09 PM

20 §/27/2024 11:11 AM

1.0 {mumm, S— j
View
Restore

e —

Delete

Figure 16: Restore File
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