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

business partners simply and securely.  

Lƴ ǘƻŘŀȅΩǎ ōǳǎƛƴŜǎǎ ǿƻǊƭŘΣ ŦƛƭŜǎ ŀǊŜ ǎƻƳŜǘƛƳŜǎ ǘƻƻ ōƛƎ ǘƻ ŜƳŀƛƭ ŀƴŘ ƻǘƘŜǊ ǎȅǎǘŜƳǎ ŦƻǊ ŦƛƭŜ ǘǊŀƴǎŦŜǊ Ŏŀn 

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. And as files are encrypted by 

lockbox on your computer prior to upload, they can only be read by authorised people. 

We trust that this manual will help you get up and running with lockbox as quickly as possible, 

ǿƘŜǘƘŜǊ ȅƻǳΩǊŜ ŀ ŎƻƳǇǳǘŜǊ ƴƻǾƛŎŜ or an IT guru. 

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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STEP 1: Check your OS and Java versions 

)Æ ÙÏÕȭÒÅ ÏÎ Á 0#ȡ 
You will need to have a minimum of Java version 5 or later enabled on your PC to run lockbox. Use 

the following URL to check your Java version and update and/or install if you need to: 

http://www.java.com/en/download/installed.jsp 

 

 

)Æ ÙÏÕȭÒÅ ÏÎ Á -ÁÃȡ 
You will need to have a minimum of OS version 10.5 or later and a recent version of Java on your 

Mac to run lockbox.  

Firstly check your operating system version is >10.5. Select the Apple icon on the top left of your 

ǎŎǊŜŜƴΣ ǘƘŜƴ ǎŜƭŜŎǘ ά!ōƻǳǘ ¢Ƙƛǎ aŀŎέ. You will see a window similar to the one below, which 

contains your operating system (OS) version number. 

http://www.java.com/en/download/installed.jsp
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!ǎǎǳƳƛƴƎ ȅƻǳǊ h{ ǾŜǊǎƛƻƴ ƛǎ ҔмлΦрΣ ȅƻǳ Ŏŀƴ Ǌǳƴ ά{ƻŦǘǿŀǊŜ ¦ǇŘŀǘŜέ ŜƛǘƘŜǊ ŦǊƻƳ ǘƘŜ ά!ōƻǳǘ ¢Ƙƛǎ aŀŎέ 

window or directly from the Apple icon in the top left of your screen. This will ensure you have a 

recent version of Java installed. 

Note: if you are running MAC OS <10.5 you will not be able to run lockbox without an OS upgrade. 

Please consult your supplier or IT administrator. 
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STEP 2: Log in 
You will be logging in to a lockbox through a direct URL provided to you by the owner of that box or 

may be a link on the business web site. You should have been given a username and initial password 

ς please contact the business owner if you do not have all of these things. 

SCREEN 1 ɀ Login  

To log in, first navigate to the URL you were provided for the lockbox ς the screen should look similar 

to the one below. Then enter your lockbox username and password on screen. 

 

SCREEN 2 ɀ Security settings  

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 a window similar to those shown below, please tick 

the box and ǎŜƭŜŎǘ άhYέ ƻǊ άwǳƴέ ŀǎ ŘƛǊŜŎǘŜŘΦ  
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SCREEN 3 ɀ Change password 

You have successfully launched your lockbox and if it is your first time you may see a screen similar 

to the one below requiring you to change your password. 9ƴǘŜǊ ŀ ƴŜǿ ǇŀǎǎǿƻǊŘ ŀƴŘ ǎŜƭŜŎǘ άbŜȄǘέ ǘƻ 

confirm. 

 

SCREEN 4 ɀ User interface  

Congratulations! You are ready to begin using lockbox. 
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 STEP 3: Managing lockbox contents  

Basic navigation  
Once you have launched the lockbox, you will be provided with a screen which enables you to 

upload and download files simply and securely. ¢ƘŜ ά/ƻƴǘŜƴǘέ ǘŀō ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ǿƛƭƭ ōŜ 

selected and your screen will be similar to the one shown below.  

 

 

 

 

 

 

Download a file from the lockbox and 

ά{ŀǾŜ !ǎΧέ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊΦ 

Go up one level in 

the file structure. 

Create a new folder 

in the lockbox. 

Delete the selected 

file or folder. 

Annotations like this can be added to 

any file or folder ς the icon of the 

annotated file/folder gets a red 

highlight behind it. 

Upload a file to the lockbox 

from your computer. 
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Upload and download files  
To upload a file, either drag it ŘƛǊŜŎǘƭȅ ŦǊƻƳ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ŀƴŘ ŘǊƻǇ ƛǘ ƛƴ ǘƘŜ άCƛƭŜέ ǿƛƴŘƻǿΣ ƻǊ ǳǎŜ 

ǘƘŜ ά¦ǇƭƻŀŘέ button shown below:  

 

 

 

 

Multiple files can be uploaded simultaneously if desired, although your available Internet capacity 

will determine the speed of the upload. At any stage you can stop the upload as shown: 

 
Stop the upload! 

¢ƘŜ ά¦ǇƭƻŀŘέ ōǳǘǘƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŜƭŜŎǘ ŀ ŦƛƭŜ 

from your computer and upload it to the lockbox. 
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To download a file, right-click on the file ŀƴŘ ά{ŀǾŜ !ǎΦΦΦέ or select the file(s) your want to download 

and use the άDownloadέ ōǳǘǘƻƴ ǎƘƻǿƴ ōŜƭƻǿΥ  

¸ƻǳ ŎŀƴΩǘ άŘƻǳōƭŜ-ŎƭƛŎƪέ ƻƴ ǘƘŜ ŦƛƭŜ ǘƻ ƻǇŜƴ ƛǘ ς you need to download it to your computer first. Once 

the file is on your local drive, you can open it from there. 

 

 

 
 

 

 

 
 

 

 

As with uploads, you can download multiple files at once if you wish (only limited by the speed of 

your Internet connection). You can also stop a download by ǎŜƭŜŎǘƛƴƎ ǘƘŜ ά{ǘƻǇέ ōǳǘǘƻƴΦ 

 

¢ƘŜ ά5ƻǿƴƭƻŀŘέ ōǳǘǘƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ 

select a file from the lockbox and save 

it to your computer 

hǊ ǊƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ŦƛƭŜ ǘƻ ά{ŀǾŜ !ǎΦΦΦέ 

The filename shown in this box will 

match the filename shown in the 

lockbox. 


