Using WS_FTP to Download from SAA
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1. To access WS FTP, click on the Windows Start button, choose Programs, WS FTP.  If there is an icon on your desktop, like the one shown, double click it.  You will see a Session Properties window like the one below:
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2. The window should look like the one above with your SAA Username entered where d3pcmdt appears.  

3. If SAA is not in the Profile Name field, click the down arrow and search for it in the alphabetical listing.

4. If SAA is not available in that list, set up the SAA session by clicking the New button.  Fill in the Profile Name, Host Name/Address, and Host Type fields exactly as they appear above.  Type your SAA Username in the User ID filed.

5. Click the Apply button and then the OK button.

6. After clicking OK, you will be prompted to type in your SAA password.  Type it in and click OK. You will see the screen below.  

7. The left hand side of the screen, labeled Local System, shows any hard, floppy, CD-ROM or network drives available to you.  The right hand side of the screen, labeled Remote System, will show your SAA account and all the files that are stored there.
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8. To select the destination for your transfer, double click on [..].  This signifies the hard drive on your computer.  Information Technology recommends saving your transfers to C:\My Documents\Admits.  After creating an Admits folder in My Documents, double click on the My Documents folder, then on the Admits folder.  When the file is downloaded to your computer, it will be placed in the C:\My Documents\Admits directory.

9. To select the file to be downloaded from the SAA system, click once on the file you want on the right hand side of the window.  The file will then be highlighted, showing that it has been selected.

10. Once the appropriate file has been selected, make sure that the ASCII radio button is selected, which is about 2/3 down the window.

11. To change this setting permanently, do the following: click on Options, then on the Session Cont’d tab.  In the Transfer Mode section, click on ASCII.  Click Set As Default, then OK.  

12. The file is now ready to be downloaded.  Once the file is highlighted, click on the arrow pointing towards your local system in the middle of the window.  This will transfer the file and you will see it in your local system.

13. WS FTP will overwrite files on your Local System that have the same name as the files being transferred from the Remote System.  It is important to rename files after you download them so that they are not overwritten during the next download.  To rename a file, highlight the file on the left hand side of your window in the Local System directory.  The Rename button will become available – click on it and type a new name for the file.  Be sure not to select Rename on the Remote side.

14. To exit WS FTP, click the Close button on the bottom left hand side of the window to log out of SAA.  Then click the Exit button on the right hand side of the window.
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