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Unique SFTP Credentials

If you have never used the SFTP uploader before or have previously used it but have
forgotten your credentials, please contact support and request to be shared valid credentials
to access your organisation’s SFTP.

Note: To receive credentials, you’'ll need to share with support the IP address of the
computer that will be used for the SFTP upload. We'll register the IP address for security
purposes.

Open Source SFTP Client

To use the uploader tool, documents must first be added to an open source SFTP client. You
may use any software that supports this, however, if you don’t have a preference this guide
will include instructions on how to use the FileZilla Client.

To download the FileZilla Client and gain access to your SFTP folder, click the link below and
follow the instructions.


https://help.smata.com/hc/en-us

Download the FileZilla Client

Adding Documents to the SFTP

First, enter your organisation’s unique SFTP credentials into the SFTP client.

OO0 sftp://spaghettistrata5@sftp.smata.com - FileZilla
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Host: sftp://sftp.smata.co Username: spaghettistrata! Password: eeeeeeeeeees« Port:

Swawis. USINy uselianie  spayiiewisuatas -
Status:  Connected to sftp.smata.com
Status:  Retrieving directory listing...

Status:  Listing directory /

Status:  Directory listing of "/" successful
Status:  Retrieving directory listing of "[etc"...
Status:  Listing directory Jetc

Status:  Directory listing of "fetc" successful

Then click ‘Quickconnect’.

The section in the bottom right of FileZilla is the SFTP for your organisation. Files that need
to be transferred to MRI Strata Connect’'s Document Management System will need to be
added here.
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Filename A Filesize Filetype Last modified Permissions  Owner/Group
[

M sP1206 Directory 18/04/2023 1... drwxrwxr... spaghettist..
| sP1221 Directory 14/04/2023 2... drwxrwxr-x spaghettist..
B spP2222 Directory 18/04/2023 1... drwxrwxr... spaghettist..
B sP3333 Directory 17/04/2023 1... drwxrwxr-x spaghettist..
@ sP5555 Directory 13/04/2023 1... drwxrwxr-x spaghettist..
W sp7777 Directory 17/04/2023 1... drwxrwxr-x spaghettist..
I spssss Directory 14/04/2023 1... drwxrwxr... spaghettist..

Before adding documents to the SFTP, ensure they match the following folder structure:
Plan number (with SP prefix) > Category > Tag
For example, a document saved in the folder structure SP1206 > compliance > fire safety

will be saved under building SP 1206 with the compliance category and an additional tag for
fire safety


https://filezilla-project.org/download.php?show_all=1

v [l sP1206
i Building Services
v i compliance
B8 fire safety

Filename /A

. .
. 1206 - Registered Strata Plan.pdf

Locate the files you wish to transfer to the Portal in your local file explorer and drag and drop
them to the section in the bottom right of FileZilla.

Note: The following file types are supported.: .pdf, .tiff, .tif, .doc, .docx, .msg, and .eml. Only
files under 60mb are in size are supported.

v [ SP9999 Today at 3:09 pm Filename A
~ @ banking Today at 3:09 pm - .
v [ bank statements Today at 3:09 pm B sP1206
B 9999 - Ca...orks Plan "=31 Mar 2021 at 4:43 pm M sP1221
9999 - Ce...ate of Title 31 M2w2021 at 4:42 pm M sP2222
9999 - Co...d By-Laws 31 Mar 202T™,4:43 pm B sP3333

B 9999 - Re...Strata Plan 31 Mar 2021 at 4:43%m B sP5555
M sP7777

B sP8sss

Once the folder is saved in the SFTP it is ready to be uploaded to the Portal.

Importing Documents in the Portal

In the Portal, click the avatar in the top right corner and click ‘Document Import’.



Billing
Settings
Invoice Processing

Permissions

Digital Noticeboard Screens

Document Import

Logout

Select the buildings that documents should be uploaded for.

Note: one or more buildings may be selected at one time.

SELECT BUILDINGS

SP8888 X SP9999 X

SP7777 - 121-129 William Street, Darlinghurst, 2010, NSW
SP6666 - 45 Sportsman Rd, COBURG, 3058, VIC

SP5555 - 333 Shelleystreet Avenue Street, SYDNEY, 2000, NSW
SP6677 - 11 Riverbank drive, The Ponds, 2769, NSW

SP9999 - 99 Pawnee Street, Pawnee, 2064, NSW

SP8888 - 7 Manchester Rd, Sydney, 2088, NSW

SP3491 - 155 Maegher street, Chippendale, 2008, NSW
SP1206 - 10 Maegher Maegher, Chippendale, 2008, NSW
SP1221 - 190 Maegher street, Chippendale, 2008, NSW

SP3490 - 152 Maegher street, Chippendale, 2008, NSW



The buildings selected should match a folder saved in the SFTP including the prefix. If the
selected buildings do not match a folder the import will be unsuccessful.

If the folders have been saved in the SFTP and the folder structure is correct, click ‘Import’.

You'll be able to track the progress of the import, including how many have transferred to the
server and how many have successfully imported.

Q IMPORT COMPLETED

+ NEW IMPORT

" SP2222:2transferred / 1imported /8

Click ‘Details’ to view the details of the documents that have failed.

Click “+ New Import’ to import additional documents.

Managing the SFTP

For additional imports, the system won’t identify duplicate documents that have already been
imported if they are still in the SFTP. If the same building is selected for an additional import
and the documents in the SFTP are the same as a previous import, the documents will be
duplicated in the Portal.

To delete documents that have already been imported, right click on the folder or document
and click ‘Delete’.



Filename /s

| sp12r-
M sp12 Download

B sp22 + Addfiles to queue
B sp33 Enter directory

M spP55

M sp77

B spss Create directory

Create directory and enter it
Create new file
Refresh

. | Delete

Selectec Rename
Copy URL(s) to clipboard

File permissions...
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