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The PARA File Transfer Service can be accessed from the Select tab within the PARA 
Data Editor:  
  

 
  
 Clicking the “PARA File Transfer” button will open a pop-up window for the user to 
select the type of file and upload: 
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 Uploading Files  

 Begin entering a brief description of the file, then by selecting a category for the files to 
be uploaded. If you are unsure, select, “Other”.  
 

 
  
The Name, Email and Company fields are auto‐completed using your current information 
on file.  
  
Click the “X” in the upper right corner to return to the previous screen.  
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Once a category is selected, another pop-up window will ask if the file being uploaded 
complied with PARA’s Data Standard, and the As-Of date of the file: 
 

 
 
 

A copy of PARA’s Data Standard is available on the previous screen, which opens in Excel 
format.  There is a separate tab for the various file types: 
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To locate files for upload on your computer, click the Browse Files button. If Flash is 
enabled, you may select multiple files.  
  

 
 
After you’ve selected all the files to be transferred, click “Upload”.  
  
Each file that is uploaded will be processed by a virus scanner at the server.  
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Once the upload is completed, the message below will appear: 
 

 
  
A copy of the transfer results will be emailed to the address given and to PARA staff for 
further processing.  A copy of the email is shown on the following page. 
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Figure 1 transfer results  
  

 

 


