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Introduction  

Welcome to lockbox, the online file transfer site which allows you to exchange information with 

clients, suppliers and peers simply and securely.  

Lƴ ǘƻŘŀȅΩǎ ōǳǎƛƴŜǎǎ ǿƻǊld, files are sometimes too big to email and other systems for file transfer can 

be complex (especially if firewalls are involved), making critical business information hard to 

transmit securely. Lockbox addresses these problems by allowing you to upload files of any size or 

type directly to the secure lockbox, from where they can be retrieved by your collaborators. And as 

files are encrypted by lockbox on your computer prior to upload, they can only be read by others 

with access to the same lockbox. 

A bizBox is a online collaboration tool enabling you to share information with multiple people at the 

one time - each bizBox represents a group of people that you want to share information with. bizBox 

users register in their own right and may have multiple boxes / relationships. 

We trust that this manual will help you get up and running as a lockbox user as quickly as possible.  

We have captured a number of screen shots to assist you through our process. We believe that our 

process is intuitive and self-explanatory as you progress, but we provide this manual as an ongoing 

reference guide. 

As always, we welcome your feedback and suggestions and if you need to contact us, please feel 

free to call us on 1300 LOCKBOX (1300 562 526), (or +61 3 8611 3910 if outside Australia) during 

business hours. You can also email us on support@lock-box.net.  

 

mailto:support@lock-box.net
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Start lockbox  
Start using lockbox by going to our website at 

http://www.lock-box.net and clicking ƻƴ ǘƘŜ ά{ǘŀǊǘ 

[ƻŎƪōƻȄέ ōǳǘǘƻƴ ς some browsers may download but 

not run the Java start file ς in which case you may 

need to click on the download to start the 

application. 

 

If it is your first time using lockbox the security 

settings on your computer may require you to accept 

a certificate or to trust lockbox. Should you see these 

ŘƛŀƭƻƎǎ ǇƭŜŀǎŜ ǎŜƭŜŎǘ άhYέ ƻǊ άwǳƴέ ŀǎ ŘƛǊŜŎǘŜŘΦ  

Please see the troubleshooting guide at the end of this document for more specific help 

Registering for the first time  
 

/ƭƛŎƪ ƻƴ ǘƘŜ άwŜƎƛǎǘŜǊ IŜǊŜέ ōǳǘǘƻƴ 

9ƴǘŜǊ ȅƻǳǊ ŘŜǘŀƛƭǎΣ ŀŎŎŜǇǘ ǘƘŜ ά¢ŜǊƳǎ ŀƴŘ 

/ƻƴŘƛǘƛƻƴǎέ ŀƴŘ ŎƭƛŎƪ ƻƴ άbŜȄǘέ 

Ensure that the e-mail address is valid and that you 

will be able to check messages to that address 

promptly. 

We will e-mail you a confirmation code to verify your e-

mail address as shown here 

 

Enter ǘƘŜ ŎƻƴŦƛǊƳŀǘƛƻƴ ŎƻŘŜ ƘŜǊŜ ŀƴŘ ŎƭƛŎƪ άbŜȄǘέ 

 

 

http://www.lock-box.net/
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Lockbox uses electronic credentials protected by a 

passphrase to identify and grant access to users and as such 

your credentials provide the basis for your lockbox security.  

Unlike a regular passphrase we do not store the passphrase 

ƛƴ ƻǳǊ ǎȅǎǘŜƳΣ ǎƻ ǇƭŜŀǎŜ ŎƘƻƻǎŜ ŀ ǇŀǎǎǇƘǊŀǎŜ ǘƘŀǘ ȅƻǳ ǿƻƴΩǘ 

forget. 

 

We will now generate your credentials (your keys to the system)Σ ōǳǘ ǿŜΩƭƭ ƴŜŜŘ ǘƻ ƪƴƻǿ ǿƘŜǊŜ ǘƻ 
save them so you can use them again later. The usual option is to ά{tore Ƴȅ ŎǊŜŘŜƴǘƛŀƭǎ ƭƻŎŀƭƭȅέ i.e. 
on the machine you are running on).  Select the appropriate option for your situation. 

Now that your secret credentials are generated you need to 
back them up by either escrowing them [Storing them on our 
server protected by your passphase] (usual option) or storing 
them elsewhere locally.   If you store them locally, please 
look after the backup as loss of your secret credentials will 
make it impossible for you to read files in your box.  

If you wish to back your credentials up again later you can do 
so via the Security menu.  

Logging in the first time  
 

/ƭƛŎƪ ƻƴ άLog me inέ  at the bottom of the screen 

 

9ŀŎƘ ǘƛƳŜ ȅƻǳ ƭƻƎ ƛƴ ȅƻǳΩƭƭ ǎŜŜ ǘƘƛǎ 

dashboard. 

Note: in this case, the dashboard is 

ǎƘƻǿƛƴƎ ǘƘŀǘ ȅƻǳ ƘŀǾŜ άм ǇŜƴŘƛƴƎ 

ƛƴǾƛǘŀǘƛƻƴέ 

Click on File / Accept Invitation to 

accept it ς see page 8 for more detailed 

information. 
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Accept Invitation to join a box  

Use this option in the File menu to accept an 

ƛƴǾƛǘŀǘƛƻƴ ǘƻ Ƨƻƛƴ ŀƴƻǘƘŜǊ ǳǎŜǊΩǎ ƭƻŎƪōƻȄ ŦǊƻƳ 

within the lockbox application.  

 

 

 

 

 

 

If there are invitations pending, 

they will be shown in the following 

window. Select ά!ŎŎŜǇǘέ ƴŜȄǘ ǘƻ 

the invitation you wish to accept. 

 

 

You will then need to enter your Invitation code as provided to you by the lockbox owner and 

ǎŜƭŜŎǘ ά!ŎŎŜǇǘέΦ {ŜŜ ǘƘŜ ŜŀǊƭƛŜǊ ǎŜŎǘƛƻƴ ά{¢9t пΥ !ŎŎŜǇǘ ƛƴǾƛǘŀǘƛƻƴ ǘƻ ŀ ƭƻŎƪōƻȄέ ŦƻǊ ƳƻǊŜ 

information on this process. 

 

The last part of the process is for the box owner to confirm you ς once this is done, you will be 

able to start sharing files. 




