NorTLE Secure Store

What it is

With the new menu upgrade to NorTLE teachers get access to a secure store called
Staffroom. The advantage of this is that staff can have access to documents from home as
well as school.

The Secure Store is a fileserver located behind Firewall at County Hall. It is for staff and
intended for documents which, for various reasons, such as data protection, require
greater security, for example a file with Pupil names and addresses.

Note for added security users can set the browser to delete all temporary files at the end
of a session ( for instructions see following page).

How it works

An Online Application opens, from behind the firewall, provides access to files and then
saves files back to secure store.

How to access it
The new menu removes my store (aimed at curriculum materials) and
replaces it with the Staffroom .

Staff with files in my store can still access it by going through Tools, J2e
new doc and clicking on store on the menu bar.
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Understanding how to store, share and collaborate on files in the Secure Store

® Users can upload individual files into their area.

Individual files can be shared - either to view or
to collaborate on.

Users can upload folders into their area.
Uploaded folders will bring any files and folders
that are inside them.

Folders can be shared - either to view or

et collaborate on.
* Remember any folder settings will be inherited
by the files inside the folder.
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How to Collaborate on files

Files can be shared with colleagues, and folders can be set up s shared allowing
documents dropped into them to be automatically shared.

However it is possible to allow documents to be shared in a way that allows any member
of the sharing group to work on and contribute to the document.
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Step One

Share the document in the
normal manner: right click it after
uploading and choose <share>.

Step 2
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Make sure that you choose the people you want to share with, then if you wish to allow
editing and collaboration, make sure the <save> option is checked. Colleagues will then

be able to write to your file.

shore wilh I :ﬂl.sl
v ervenl{aE), s mAnee o gron vaeee bene
| -

find user Manage qrouns

I o8

currar.ﬁ zharec with these pearle

And finally...

If you wish to track collaborations, or rewind
to an earlier version, right click a document
and choose <revisions> to review the
revision history.
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Internet Explorer Instructions:

Delete temporary files on exit

Select TOOIS ."J NYS Unified Court System Entrance Page - Microsoft Internet Explorer
J File ‘ Edit  Wiew Favorites [Tools  Help

J OBack - d - |ﬂ @ L;j | ‘/__j Search ‘-gt( Favwarites aMedia @| :\
Select Internet options from the drop down menu
Click the Inernet Options 2l
Advanced Tab | Gen'ﬂ%el Securityl F'rivacy' Contentl Connectionsl Programsl Advancedl

— Honte page

% *r'ou can change which page to uze for your home page.
Address:

Use Current | Use Default | Use Blank

— Temporary Internet files

< Pages you view on the Internet are stored in a special folder
@& Y for quick viewing later.

Delete Cookies... | Delete Files... Settings...

— Histary

The Hiztory folder containg links ta pages you've wisited, for
quick access to recently viewed pages.

Days to keep pages in histony: |2D 3: Clear History |

Colors... | Fants... | Languages... | Accessihility...l

0k | Cancel | Apply |

Place a check mark in front of Empty Temporary Internet Files
folder when browser is closed
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Internet Options 2x|

Generall Securit_l.JI F'livac:_l,ll Eontentl Eonnectionsl Pragrams ~ Advanced

Settings:

O Display results, and go to the most likelp site ;I
O Do not search from the Address bar
O Just display the results in the main window
{2 Just go to the most kel site
é Security
O Check for publisher's cerlificate revocation
[ Check for server cerlificate revocation [requires restart]
[0 Check for signatures on downloaded programs
[ Do nat save encrypted pages to disk
. Ernpty Temporary Internet Files folder when br
Enable Integrated Windows Authentication [requires re&tart]
Enable Profile Aszistant
Usge SSL 20
Use SSL 3.0
O Use TLS 1.0

“Warn about invalid site cerificates _ILI
| b

Festore Defaults |
0k I Cancel | Apply |
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