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Managed File Transfer 
Information Technology Services (ITS) has implemented a new file transfer utility called Managed File Transfer 

(MFT). MFT is a secure way for ITS and institutions to share files containing sensitive data. This is not a long-

term repository; therefore original copies of files should be stored elsewhere. This job aid will guide you 

through signing in, uploading files, viewing shared files, and deleting files.  

 

Signing In 

Navigate to the following site: https://files.usg.edu/  

 

 
 

Usernames and passwords are institution-specific. Contact the ITS Helpdesk if you were not given a username 

and/or password.  

 

You may receive a notice to install the Upload/Download Wizard. This is optional.  

 

 
 

https://files.usg.edu/
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Uploading Files 

Under “Upload a File Now…” select your institution’s folder from the dropdown menu.  

 

Note: All folder names begin with “GeorgiaFIRST” followed by your institution.  

 

 
 

 

Click Browse to select the file you would like to upload.  

 

 
 

 

After selecting the file, you have the option to enter notes.  
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After you have selected your file and entered any applicable notes, click Upload.  

 

You will receive a confirmation that your file has been uploaded successfully.  

 

 
 

 

Viewing Files 

Click Folders in the menu on the left of the screen. 

 

 
 

 

ITS will upload all sensitive data to your institution’s specific folder. Select your institution from the dropdown 

menu. Click Go To Folder.  
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Select the checkbox beside the file you would like to view and click Download under Actions.  

 

 
 

ITS may use the /GeorgiaFIRST/common/ folder to share general documentation that does not contain 

sensitive data. All institutions have access to view documents in the common folder.  

 

 

Deleting Files 

Navigate to your institution’s folder to view and select files to delete. Select the checkbox beside the file you 

would like to delete and click Delete under Actions.  

 

 
 


