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FTU Instructions

Accessing the system

URL:  https://www.usg.edu/ftu/aafpt/
Select your institution or department from the drop down menu.  

Enter the access word provided by the FTU administrator. 

Press the LOGIN button.   

If the log in screen remains after you select the LOGIN button check your Caps Locks (and Num Lock if you use a laptop) to make sure they are not set.  Access words are case sensitive.  If you continue to experience problems, please contact your FTU administrator.

Once logged in you will be presented with an administration menu to Review/Download documents, Add new documents, and Delete documents you have submitted.  You may return to this general menu using the File Transfer Utility Home link located just below the table.  There is also a logout link just below the table.  Please use this link when you have completed all tasks.  

Review/Download documents

Review all of the documents posted by an institution (you) or by the FTU administrator.  Select a file to download by clicking on the file name.   How the file downloads to your computer depends on which operating system and browser you are using.  Check with your desktop support department if you have questions and concerns about this process. 

Adding Documents

Use the button next to the text field to select the file you wish to transfer to the server.  This button may be labeled ‘Browse…’ Different Internet browsers may use different terms on this button.  Once you have selected the file from your computer, press the button labeled ‘Add This Document.’  When the file transfer is complete, you will see a success message, which reads ‘[file name] document upload was successful’. This document is immediately viewable by selecting the Download [institution name] documents link on the left. 

If the document already exists, the original version will be renamed and the new version will retain the current name.

Removing Documents

An institution can only remove documents they have uploaded.  A list of documents will appear with checkboxes to the left.  Select all documents to remove and press the button labeled ‘Delete Selected Documents’.  There is no undo, and removal is permanent.  If you accidentally deleted a document, use the Add Documents link to re-post it.

