Biscom Secure File Transfer

Getting Started

Overview

Biscom SECURE FILE TRANSFER is used to exchange large
files (greater than 30MB) between Duane Morris and our
clients and outside parties in a secure and encrypted manner.
Similar to an FTP site, clients and attorneys can upload and
download documents that are too large or impractical for
email distribution.

A PACKAGE is a collection of files. After ten (10) days,
packages expire, are no longer accessible and all of the
contents will be removed from the server.

Opening a Delivery

A PACKAGE of files is made available through DELIVERIES. An
email notification is sent with an embedded link to access
your package.

From: Buziak, Emmerich T.
To: Buziak, Emmerich T.

You have received a secure file delivery from Duane Morris LLP. Please
note that this link is unigue to you and may not be forwarded.

PLEASE NOTE THAT BISCOM SECURE FILE TRANSFER PACKAGES ARE
TEMPORARY. AFTER TEN (10) DAYS, YOU WILL NO LONGER BE ABLE TO
ACCESS THE PACKAGE AND ALL OF THE CONTENTS WILL BE REMOVED
FROM THE SERVER.

If you are a first time user, please register by visiting

https://download.duanemorris.com. Otherwise, please click on the link
below and enter your username and password to access the secure
delivery.

Files:
1. Ex Bis QR.docx

View delivery

If clicking on the button does not work, please copy and paste the following
URL in your web browser:

https://phibistest/bds/Login.do?
id=A0533274445&p1=79]1275sbgeedifffglgjhii20

PLEASE NOTE THAT BISCOM SECURE FILE TRANSFER PACKAGES ARE
TEMPORARY. AFTER TEN (10) DAYS, YOU WILL NO LONGER BE ABLE TO
ACCESS THE PACKAGE AND ALL OF THE CONTENTS WILL BE REMOVED
FROM THE SERVER.

‘Sent from Duane Morris LLP File Delivery Server

1. From the email notification from Duane Morris, click the
VIEW DELIVERY button.

The Biscom login window displays.

ATTENTION
Duane Morris employees must log in with existing network username and password.

Username Reglster
If you don't have a username, |

register here.

Password Learn More

Tell me more about Biscom
SFT,

L1 Remember my username

Forgot your password?

DuaneMorris®

Learning Center /
L-&WmAP'pﬁ(lj, Excel

As a first time user, click the HERE link to register.

Registered users should enter their username and
password.

The User Registration page displays.
Complete all required fields, including the fields to enter

a security question and answer to enable the ability to
reset your password should it be forgotten.

DuaneMorris

PMease enter your infarmatian for registration, your emad addrass will be your $5an in usermname
Atready registered? Visit the Accou n page or click here ta have e actvation smail resent i yos,

For LOAP or Active

Vmail address®

Comfirm amall address®
Mame

Display as®

Password®
(Requirsements)

Confirm password®
Password strangth

* Required felds

Click REGISTER.

A confirmation email is sent to the email address provided in
the User Registration form with an activation code link to
click.

From the confirmation email, click the AcTIVATION LINK
in the confirmation email.

Duane Morris LLP File Delivery Server account activation link

4 notify@download.duanemorri...
To jessicajohnson2833@comcast net

Dear Jessie Johnson,

ips-//download. duanemorris. com/bds/Activate do?uid=13738&code=44046405

If you are having problems with the link above, you can manually enter your usemame and acfivation code here:
hitps://download.duanemorris.com/bds/Activate.do

[ Thank you for registering for an account. To activate your account, click on the link below.

Your usemame is: I
“Your activation code is: 44045405

Please note: This email was sent from an address that cannot accept incoming emails. Please do not reply to this
message.

6.

Your account is activated and an email confirmation is sent
confirming activation.
From the activation confirmation email, click the
EMBEDDED LINK to access the login page.

Welcome to Duane Morris LLP File Delivery Server

4 notify@download.duanemorri...
To jessicajohnson2833@comcast.net

Dear Jessie Johnson,

Your account has been activated.

Your username is: jessicajohnson2833@comcast net

[

To sign in, click on the link below:
https://download duanemorris. comvbds/L ogin.do

Please note: This email was sent from an address that cannot accept incoming emails. Please do not reply to this
message.
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7. Login in using the newly created account information —
the email address and password.

The Biscom home page displays with details about your
deliveries.

Downloading Packages

1. Click the SuBJECT of a delivery to open the package.

DuaneMorris

entis BISCONM

2. Either select all attachments in the package and click the
DownNLOAD As ZipP button or download each file
individually by clicking a filename link.

O File nanve Date created Size
O T citibank Signatery Letter.pdf 11/18/2015 25,1 KB
12:41 AaM

Drovenboad As Fin

Replying to a Delivery

1. Reply to a secure delivery by clicking the REPLY or REPLY
TO ALL button at the bottom of the delivery.

Your Delivery Action =
Delivery Information
Package name
Ta
Subject
From Buziak, Emmaerich T,
SeCure message [Mo message]
Hatification message ¥ou have received a sacure file dellvery from Duane Morris LLP. Please note that this fink
Is unique to you and may not be forwarded.
PLEASE NOTE THAT BISCOM SECURE FILE TRANSFER PACKAGES ARE
TEMPORARY. AFTER TEN {10) DAYS, YOU WILL NO LONGER BE ABLE TO ACCESS THE
PACKAGE AND ALL OF THE CONTENTS WILL BE REMOVED FROM THE SERVER,
Files.
File nama Date created Size
j;“ Ex B QR.docx 11/09/2016 10:53 AM 2159 K8
Dovwmilosd As Zip
No replies

The Reply dialog box displays with the ability to attach files.

Reply

& artach files

& Attach fles Send reply.

2. Optional: enter a SECURE MESSAGE.

A secure message can only be accessed if the recipient logs
into Biscom.

3. Dragand drop files anywhere on the reply dialog box to

& Attach files

upload documents or click to select
files from the CHoosE FiLE TO UrPLOAD dialog box.

Confirmation of uploaded files displays in the lower left
corner and the files appear in the Files box.

To upload a folder of files, create a zip file
prior to the upload.

4. Click SEnD to upload your files and send an email

notification message to the recipient(s).

The Delivery created confirmation displays and saves any
external email addresses entered into the recipient fields to
your Biscom contact list.

5.

Delivery created
The package was delivered successiully.
The fellowing recipients have been added o your lisl of contacts, You can oplionally add additional delails below.,

¥ Email address First name Last name Company

M jessicajohnscniE3z@comcast.net

Update contacts

Optional: add additional details for each external email
address added to your contact list and click UPDATE
CONTACTS.

Once a recipient opens the package, a notification email is
sent to the sender.




