Sensitive Files

Creation

From Contact

1. From the Contact page, click on or hover over the Sensitive Files option under Related List Quick
Links. If you click on it, the list of that Contact's Sensitive Files will appear full screen. If you hover
over it, it will appear in a box over the Contact's page.

£ © D
< C o

¥ suff @ School [ Bookmarks @ AWS © i KRESA

RESA Home  Calendar Tasks Chatter  Recurring Campaigns Accounts s v Opportunities Applications Courses Course Offerings Campaigns \  Dashboards Volunteer Surveys More ¥

Details Related We found 1 potential duplicate of this Contact.

Activity Chatter

Evan Sucharow

ime - All activities - All types ‘ ~

d Organization

~ Upcoming & Overdue

2. Once you're viewing the Sensitive Files list, click on the New button. This will appear whether you

hover or click on the Sensitive Files option.
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Sensitive File Name

1D Number Pronouns
Gender Other Pronouns

Gender - Self Described

Primary Affiliations

Discovery Learning Lab iee here

Try adding a new record.

Additional Information

Ethnicity
Not Hispanic or Latino

Military Background

Age Range

18-24

. Now click Save. This will create the Sensitive File. This creates the secured container which will
store the file and keep it private only to authorized users.
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Contacts » Evan Sucharow
Sensitive Files

Oitems « Updated 27 minutes ago

New Sensitive File: Career Pathway Planning
* = Required Information
Information
Record Type Created By
Career Pathway Planning

Owner Last Modified By

Evan Sucharow

4 Recentitems @ Notes

. You'll notice a randomized file name. This will change once you upload the file. For now, click on

the temporary file name.
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[} Sensitive File Name

1 [} alito0000011AmL

5. You will now see the file details. Complete the following:
i. Click Upload Files.
ii. In the file selection dialog, select the file that you wish to upload.
iii. Click Open. Please note that the filename will not appear on the page even after clicking
Open.
iv. Click Submit.
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Link

Sensitive File Details . .
~ Information

No file has been uploadec, e upload a file.
Contact

Upload fi
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2, Upload Files -
_areer Pathway Planning
Cuner
" Evan Sucharo,

Created By
S > Downl Evan Sucharow. 6/18/2024, 1:34 PM
[—
Commw | AR v S Evan Sucharow. 6/18/2024, 1:34 PM
@ Evan-SWMITEC Today
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Downloads #

B Documen s # R | e o
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Datetif

File name: | Districts (1).png | [ ftes () v

Upload from mobile| [ Open | [ Cancel ||

X Picures  #

4 Recentitems @ Notes

6. To download the file, click on the download link. Please note that this link will not work if you copy

or share it. See the bottom of this page for more details on what to do in this scenario.
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Sensitive File Details - a
v Information
To download the file, use the link above. If the download link does not work, use the Refresh button below 1o refresh the file details.
Contact
1 of 1item - 0 items selected Evan Sucharow
Filename v | Size (bytes) | Filetype Record Type
Career Pathway Planning
Districts (1) 140412 png
Owner

%S Evan Sucharow

Created By

4 Evan Sucharow. 6/18/2024, 1:34 PM
Last Modified By

#3 Evan Sucharow. 6/18/2024, 1:59 PM
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From Intake Form

1. When uploading a file, be sure to check the applicable file upload checkbox, and rename the file
before uploading in such a way to make it clear what is being uploaded.
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Intake Form ‘
Evan Sucharow

Legal right to work

v Legal Right to Work

Last Four Digits of SSN Social Security Card Uploaded

Birthdate/Age

v Birthdate/Age
Birthdate/Age Document Type Birthdate/Age Document Uploaded

Birthdate:
11/6/2003

‘Age at Application

Citizenship

US citizen or eligible non-US citizen

\ Citizenship

Citizenship Document Type Citizensip Document Uploaded

Selective Service
For people assigned male at birth age 18 or older that are US citizens, this must be "yes" to be enrolled.

titems & Notes

2. From the Intake Form page, click on or hover over the Sensitive Files option under Related List
Quick Links. If you click on it, the list of Sensitive Files for that Intake Form will appear full screne.

If you hvoer over it, it will appear in a box over the Intake Form's page.
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Sensitive File Name Created By

No items to dis

Name
Evan Sucharow

Emai
R:

Ethnicity
Not Hispanic or Latino
see here

Try adding 2 new record.

3. Now, create the Intake Sensitive File Link. This is what links the Sensitive File to the Intake Form.

Click inside the second field to create the Sensitive File.
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Sensitive Files

Oitems « Updated 16 minutes ago

New Intake Sensitive File Link

" = Required Information

Infermation

*Intake Form

4. Now, you will see options for creating a Sensitive File. First, name the file. Please note that this is
just a temporary name. Once you upload the file, it will display under the filename you set on your

local machine.
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5. Once you save the Sensitive File, you must save the Intake Sensitive File Link. Click Save again
to do this.
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6. Now, click on the Sensitive File.
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7. You will now see the file details. Complete the following:
i. Click Upload Files.
ii. In the file selection dialog, select the file that you wish to upload.
iii. Click Open. Please note that the filename will not appear on the page even after clicking

Open.
iv. Click Submit.
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Last Modified By
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8. To download the file, click on the download link. Please note that this link will not work if you copy
or share it. See the bottom of this page for more details on what to do in this scenario.
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Sensitive File Details

To download the file, use the link above. If the download link does not work, use the Refresh button below to refresh the file details.
10f 1 item - 0 items selected

Filename v

Size (bytes)

149412

File type
Districts (1)
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Accessing Sensitive Files

From Contact

1. Open a Contact, and click/hover over the Sensitive Files related list.
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v Information

Contact

Evan Sucharo

Record Ty

Career Pathway Planning
Owner

Evan Sucharow

Created By

M Evan Sucharow. 6/18/2024, 1:34 PM

Last Modified By

3 Evan Sucharo;

v. 6/18/2024, 1:59 PM
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Sensitive File Name
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Evan Sucharow

Constituent
Title

Pri Bus Type

Developer Community-Based Organization
1D Number

Pronouns

Other Proneuns

Filters: Al time - All activities - All types

(o]

v Upeoming & Overdue

Gender - Self Described

v Primary Affiliations

Primary Business Organization Engagement Interests

Discowany | sarmina | ah
ent ltems

No activities to show.
Get started by sending an email, scheduling a task, and more.

No past activity. Past meetings and tasks marked as done show up here.

2. To download the file, click on the download link. Please note that this link will not work if you copy
or share it. See the bottom of this page for more details on what to do in this scenario.
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Sensitive File Details

v Information
To download the file, use the link above. If the download link does not work, use the Refresh button below to refesh the file details.
Contact
1 of 1item - 0 items selected

Evan Sucharou
Filename v | Size (bytes) File type Record Type

Career Pathway Planning
Districts (1) 140412 png

Owner

% Evan Sucharow

Created By

4 Evan Sucharow. 6/18/2024, 1:34 PM
Last Modified By

5 Evan Sucharow. 6/18/2024, 1:59 PM

From Intake Form

1. Open an Intake Form, and click/hover over the Sensitive Files related list.
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Intake Form Name
Test v Upeoming & Overdue

No activities to show.
Get started by sending an email, scheduling a task, and more.

No past activity. Past meetings and tasks marked as done show up here.
Intake Status
Personal Data
General Eligibility

Educational Status

Program Eligibility

ntitems &

2. To download the file, click on the download link. Please note that this link will not work if you copy
or share it. See the bottom of this page for more details on what to do in this scenario.
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Sensitive File Details - a
v Information
To download the file, use the link above. If the download link does not work, use the Refresh button below 1o refresh the file details.
Contact
1 of 1item - 0 items selected Evan Sucharow
Filename v | Size (bytes) | Filetype Record Type
Career Pathway Planning
Districts (1) 140412 png
Owner
% Evan Sucharow
Created By
4 Evan Sucharow. 6/18/2024, 1:34 PM
Last Modified By
#3 Evan Sucharow. 6/18/2024, 1:59 PM

Getting the download link

If you need to copy the link to save or send to someone else, you can't copy the text from Salesforce.

Instead, right-click on the link and click "Copy link" (Microsoft Edge) or "Copy link address" (Google
Chrome).
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