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Using the Mount Royal University Adminweb File Transfer System 
 
Steps  
 
1. Open an Internet browser and navigate to adminweb.mtroyal.ca/filetrans.   

 
2. Select the appropriate link (see screen capture above).  Users who have received an email 
invitation to upload or download a file(s) will want to select one of the first two links.  Note: The 
email invitation will contain an authorization key that is used to access the file server. 
 
3. If you are a Mount Royal employee and want someone to upload or download a file(s) from 
offsite select the third link.  You will see the window shown in the screen capture on the next 
page. 
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4.  Select the appropriate link.  See the next two screen captures for more details. 
 
The Invite an individual to download a file window. 
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The Invite an individual to upload a file window. 

 
 
An example of the email the invitee receives containing the authorization key. 

 


