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What is Marsh Secure File Transfer and Workspaces

¢ Secure File Transfer
— Enables the simple and secure transfer of files between Marsh and its clients. The Secure File
Transfer system uses email to notify Marsh’s client contact that a file(s) is waiting for
download and provides a link allowing the contact to download the file using a web browser.
— The client contact is required to authenticate with a password, and one time verification
code, in order to access the files.

e Workspaces
— Provide a secure location to host project files for collaboration between Marsh and an
external client.
— The Marsh’s client contact will be notified via email that a file(s) is waiting for collaboration
and provides a link allowing the contact to access the file using a web browser.
— The client contact is required to authenticate with a password, and one time verification
code, in order to access the files.



First Time Logging into Secure File Transfer

- As a recipient of a file, you will receive an email indicating that you have a file to download.
- Within the body of the email, click on the “Access message” button.

sent You a secure message

This is an email to document the steps to take to send a file.

Access message

Acc 4
i by Accellion

i Attachments expire on Apr 08, 2020

ﬂj 1 document

steps to take for internal txt

This message requires that you sign in to access the message and any file attachments

- Follow the following step for first time registration
- Enter your email address in the “Username or email” field and click on “Next”

Signin
Username or email

@g.com

Login via the external SSO provider

Secured by Accellion f
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- Create password, following the listed guidelines, and click on “Create account”

Create account

Already a kiteworks user? Sign in
Email

@g.com

Password

0000000000000 00 \/

Confirm Password

0000000000000 0 0 J

@ 1 number

@ 1 lowercase character

@ 1 uppercase character

@ 1 special character

@ 15 characters minimum

Create account

- Once password is created, a notification will display indication that a verification email will be
sent in order to complete the user id creation.

One more step!

We've sent a message to @q.com
Check your email and click on the button to activate your
account.

- Check your email for the verification email. The email will be sent by the address
USdatatransfer.Support@mmc.com.
- Once located, click on the “Activate account” button

Welcome to "kiteworks"

Your account has been created.

To start using the system, please activate your account.

Activate account

Secured by Accellion”

If you do not wish to create an account or have received this message in error, please disregard this message.
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mailto:USdatatransfer.Support@mmc.com

- You will be redirected to the website in order to complete login steps.

- Enter your email address in the “Username or emai

III

field and click on “Next”

Sign in
Username or email

@q.com

Login via the external SSO provider

Secured by Accellion f

- Enter your password and click on “Sign in”
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Sign in
Username or email Not you?

@qg.com

Password

Forgot password?

Secured by Accellion f



- A one-time passcode will be sent to you via email. The passcode is valid for 15 minutes.

Y our "kiteworks" passcode is 35390811

Please use this passcode to sign in to your "kKiteworks" account.

This code will expire in 15 minutes.
Secured by Accellion’

- Enter the eight digit passcode, from the email into the “Passcode” field and click on “Sign in”.

Two factor authentication

A message with a passcode was sent to your email.

Passcode

‘ 35390811 ’

Didn't get the passcode? Resend
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Downloading File From Secure Message

- Once the authentication process finishes, the message you were sent will be opened

Z Compose & “Replyall - »Foward [ Delete (=) Print
I Inbox File for Documentation
Sent
Drafts
1 attachment

Trash

This is an email to document the steps to take to send a file.
Outbox
All Files
T 1 attachment

Download link expires on Apr 8, 2020 ¥ Download < sendfile ) Save to folder
Favorites

O Name Size

el O £ steps to take for internal.txt 519 Bytes

- Click on the “Download” button then choose “Save As” from the pop up at the bottom of the screen.

& "Replyall ~ 9 Forward [0 Delete (= Print

I Inbax File for Documentation
Sent b s @mmecom
Drats o yegcom
1 attachment

Trash

This is an email to document the steps to take 1o send a file.
Outbox
Al Files: 1
Aacanis 1 attachment

Denvnload link expires on Apr B, 2020 d Download | Sendfie B
Favorites

a
Contacts O = steps to take for internal o 519 Bytes

Save m
e ith [ | txt?
Accalliog” ‘What do you want 1o do with steps 1o take for internal et o Cancel %
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- Navigate to the folder where you would like to save the file and click on “Save”

~ Hide Folders

Save As \']
« v B > This PC » Desktop v U Search Desktop
Organize ~ New folder E: -
~ Name Date modified Type
| #+ Quick access
I Desktop » No items match your search.
[] b g
-
-
v £
File name: | steps to take for internal.txt
Save as type: Text Document (*.txt) "2‘
| Save Cancel
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Workspaces — For File Collaboration

- As a recipient of a file, you will receive an email indicating that you have been invited to a
Workspace.

- Within the body of the email, click on the “Access folder” button.

gave you secure access to the "WRKSP -
MARSH - Test Project Name" folder

Access folder

This message requires that you sign in to access the folder and any files in it

- Go through the login steps, listed above, and then you will be taken to the Workspace.

- Workspaces can also be accessed via the “All File” option on the right side of your home
screen.

Inbox kiteworks > WRKSP - MARSH - Test Project Name 4% WRKSP - MARSH - Test Project Name

Sent Members Details

Drafts =) cipher email
Trash

Outbox

All Files
Recents

Favorites

Folder link
Contacts

hittps//us-mercer-datatransfer.mmc com/w/6oT... [J)

- Once inside the Workspace, you can do the following:
Upload a file: Click the “Upload” button, choose the file from your PC and click “Open”

Download a file: Check the box next to the needed file, click “Download” button, choose a
location your PC to save the file and click on “Save”.
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