
How LeapFILE Works

Step 1 After logging into your LeapFILE account,
you set up a transfer by clicking on “New
Transfer". Then, just enter in your recipient’s
email address, subject line, and brief
message (exactly like writing an email). You
upload the files you want to send, which will
be securely uploaded with SSL encryption
to LeapFILE’s servers for pickup.

Step 2 An email from LeapFILE will be sent to your
recipient, indicating that there are files from
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recipient, indicating that there are files from
you waiting for him/her to pick up.

Step 3 Your recipient then clicks on the link in the
email that was uniquely created for him/her,
which will take your recipient to an
encrypted web page to download the files.
Your recipient will be prompted to enter any
additional passwords for authentication.

Step 4 After authenticating, your recipient will then
be able to securely download the files. After
the files are downloaded, they will be
deleted from LeapFILE’s servers and you
will also be notified via email when the
transfer is complete. All activity is logged
within your user account for tracking and
reporting purposes, so you know exactly
when and who downloaded the files.



How LeapFILE Works

Step 1 Your guest does not need an account to
send files back to you. S/he just needs to go
to your custom branded file exchange site,
click on “Secure Transfer Upload”, and then
enter your email address. Your guest then
fills out the form much like writing an email,
and uploads the files to be sent to you.

Step 2 An email will be sent to you, indicating that
your guest is sending you files.
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Step 3 You can either click on the link in the email
notification, or log directly into your
LeapFILE account online and click on the
“Incoming Transfers” tab to locate the
transfer.

Step 4 Then, you are able to download the files
your guest has sent you. You have the
option of downloading all the files
individually, or as one zipped file. After the
files are downloaded, they will be deleted
from LeapFILE’s servers, unless you save
them to a repository or portal. All activity is
logged within your user account for tracking
and reporting purposes.



How LeapFILE Works

Step 1 LeapFILE’s File Storage & Sharing Solutions
enables you to store and share files internally with
fellow teammates as well as authorized guests.
With an intuitive “foldering” system for organization
and access level control for security, you have the
flexibility to share and store large and/or sensitive
documents with whomever you wish.

In this step, you upload files that you want to share
with your teammates or guests into a repository or
portal. You have the ability to grant access to your
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portal. You have the ability to grant access to your
files only to specific users of your choosing.

Step 2 If you have files that you want to make available at
all times to certain guests, you simply upload those
files into a portal and grant your guests access to
that portal. Your guest will then just go to your
branded file exchange site, click on “File Portal”,
and enter in their guest account login info. Your
guest will be able to access all files within that
portal at any time, and all activity is tracked and
logged for your review.



How LeapFILE Works

Step 1 With LeapFILE’s Desktop Suite & Seamless
Outlook Integration solutions, sending large,
confidential files is easier than ever.

You can still send emails with attachments
regularly through Outlook (1a), but with our
Seamless Outlook Integration solution, you have
the option of emailing your files using Outlook but
sent through LeapFILE (1b), which is as simple
as hitting the “Send via LeapFILE” button in
Outlook.

Additionally, you can send files from your desktop
by using the Desktop Client or even by “right-
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by using the Desktop Client or even by “right-
clicking” on a file and selecting “Send via
LeapFILE”.

Step 2 An email from LeapFILE will be sent to your
recipient notifying him/her of the transfer.

Step 3 Your recipient then clicks on the link in the email,
which will take your recipient to a web page to
download the files. Your recipient will be
prompted to enter any additional passwords for
authentication.

Step 4 Your recipient will then be able to securely
download the files. After the files are downloaded,
they will be deleted from LeapFILE’s servers and
you will also be notified via email when the
transfer is complete. All activity is logged for
tracking and reporting purposes.

Desktop Client
“Right-Click” to Send

Seamless Outlook Integration


