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Access instructions

Accessing Lloyd’s SecureShare

Microsoft state that most SharePoint Online functionality is available via Internet
Explorer, Edge, Chrome, Firefox and Safari browsers.

It is recommended that you use the most up-to-date browser version when using
SecureShare or My Access.

To be confirmed following service go-live
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Initial steps

Accepting the End User Agreement

1. Upon the first time entering SecureShare, users will be requested to accept or
decline the End User Agreement for the site.

Users must fully review the End User Agreement before moving onto Step 2.
Note: The screenshot below is not indicative of the full End User Agreement.

End user agreement

Updated. Do not attempt to log-on to this system unless you are an authorised user. This is a Uoyd’s owned system and all content on this system and its associated sub-systems are the sole 9 sOL. identity and access standard v 1.10 Page 9 of 18 Classification: Confidential and
axclusive property of Lioyd’s. Use of and/or access to this system and/or any information obtained via this system is restricted to authorised users only who may only perform authorised activities and may not exceed the limits of such authorisation. Al actvines on this

7ystem may be subject to monitoring, recording, logging, inspection and auditing. Disclosure of information found in this system for any unauthorised use is strictly prohibited. Uncuthorised or improper use of or occess to this system, or any portion of it, either directly or
ndirectly, or any attempt to deny service to outhorised users or to cites; domoge or destroy information, or otherwise to interfere with the system or it’s operation, is strictly prohibited and may result in disciplinary oction up to and including dismissal without notice and/or legal

xction. By continuing to use this system you indicate your awareness of and consent to these terms and conditions of use you and those in Lioyd's information security policies. Log-off or disconnect now if you are not authorised or you do not agree to the conditions stated in this
warning,

2. Once the full End User Agreement has been reviewed, users choose whether to
Accept or Deny the End User Agreement using the buttons at the bottom of the
page.
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Site roles and responsibilities

The screenshot below indicates the responsibilities of both Site Owners and Devolved
Administrators within the SecureShare platform.

Users of SecureShare must note that the platform should not be used as a location to
store files permanently but instead as a mechanism to send and receive files.

Responsibilities of Site Owner

Making sure it is being used as a
sharing platform rather than storage

Files are being moved to a permanent
location as required

Helping your team understand how
everything works

Liaising with Group Technology as the
main point of contact

Informing Group Technology if the site
is no longer required

Responsibilities of Devolved Admin

» Accept SecureShare T&Cs on behalf of
organisation

+ Managing access requests from users
in their organisations

» Conducting regular reviews of access
groups and removing people who no
longer need access
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Essential site functionality

Navigating SecureShare

1.  Once you have logged in to SecureShare, the SecureShare Hub Site shows all of
Your Sites and your Recent documents, as shown below. The sites shown under
Your Sites will be those you most frequently visit. To see all of the sites you have

access to, select See all.

Lloyd’s

SecureShare SecureShare Hub Site

Welcome to SecureShare

SecureShare enables Lloyd's Market users to securely exchange files with Lloyd’s Corporation.

Please navigate to the relevant Business Process Site from the list below.

Your Sites
JL—S»M{ |I:'::w<| “..?51\-.4{
Business Intelligence Capital Tests Complaints Return
& Home s popula & Home s popula & Homeis populs
& Lorem ipsum i popu & Coptal ests Example Powesfoint

&

B e P Acsies e popot o Capal Tests Example Figures

e,

Cash Movement Statements

2. From this view, you can click any of the site panels listed in Your Sites to enter

the Business Process site.

YOur >ites
Business Intelligence Capital Tests Cash Movement Statements Complaints Return
& Home & Home & Home
;  Business Intelligence Manag_g Agent ;  Copital Tests Example PowerPomt
8 reennton ¥ a
el nce Man gen » tal Tests Exampie ures
igenc nagg Agent & Cetllant Figs
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3. Once in your business process site, in this instance the Business Intelligence
site, you will see Most recent documents. These are personalised documents
that are relevant to you. On the left hand menu you can see all of the specific
entities within the business process site. You can click on the specific entity to
see the documents within. In this case, you then click on the entity Managing
Agent O1.

Lloyd’s
SecureShare

0 Search T Upload & Editin grid view ] Exportto Excel ® Power Apps £2 Automate

Home

Business Intelligence

Managing Agent 01

Shared Documents

Bulk File Activities Name Modified Modified By

M A " “Managing Agent 01 document.docx
Managing Agent 00 S

“Managing Agent 01 Key Report.docx

Managing Agent 002

Managing Agent 01 I

4. Within the entity site you will have a view of all documents - if you have
Contribute access to the site, you will be able to upload/delete documents in
addition to being able to download them.

SecureShare Hub Site

Business Intelligence

0 Search T Upload B2 Editin grid view @l Export & Power Apps £ Automate
Home
Managing Agent 01
Shared Documents I
Managing Agent 01 Name Modified Modified By
Site contents a: Business Intelligence Managing Agent pres.
X} Business Intelligence Managing Agent Test

Recycle bin
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5. To see all Shared Documents across the entire Business Process site, click on
Shared Documents on the left-hand side. In Shared Documents you can see all
templates and other documents that Lloyd’s have uploaded as part of the
Business Process site.

Note: Market Users are unable to edit or add documents into Shared documents.

Lloyd’s . .
Business Intelligence
SecureShare 9
O Search @ Export to Excel <& Power Apps $% Automate
Home

Bulk File Activities Name Modified Modified By

Managing Agent 001 o Report

@ ~Template for Business Intelligence Submissi...

Managing Agent 002

6. You can always return back to the home page by clicking on SecureShare Hub
Site at the top left hand side of the screen.

3,
glgcygrgshare Business Intelligence
O Search @ Export to Excel <® Power Apps $% Automate
Home

Shared Documents

Shared Documents

Bulk File Activities Name Modified Modified By

@ ~Report Template Business Intelligence.docx

Managing Agent 001

. - = ~Template for Business Intelligence Submissi. A few seconds ago External User
Managing Agent 002 o ate e elligence Su
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Using the Recycle Bin

1. To use the Recycle Bin, a document has to be deleted first. To delete an item
select the document and either press Delete on the top toolbar or click on the
show actions ellipses to open up the drop down menu and select Delete.

Lloyd’s

SecureShare Business Intelligence

Home B editingridview @ Open & Share @ Copylink 4 Download =b Rename £% Automate 21 Moveto [[) Copyto

Shared Documents

Managing Agent 01

Bulk File Activities

Managing Agent 001 ©Q© [0 Name Modified Modified By

Open
Managing Agent 002
Preview
Managing Agent 01 s
hare
Managing Agent 02 Copy link

Managing Agent 03 Manage access

Download
Managing Agent 04

Delete
Managing Agent 19 {T}

2. Once the document is deleted, | click Recycle Bin on the left-hand menu.

O Search T Upload ~

Home

Managing Agent 01

Shared Documents

Managing Agent 01 () Name -

Site contents

Recycle bin
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3. Once inside the Recycle Bin, you can see any documents or files that have
recently been deleted for the Business Process site you are part of.

If required, you can click Restore to restore the document back into the original
library, or you can click Delete to permanently delete the file. This can be done

by selecting the document and selecting the option from the top toolbar or the
select actions drop down.

SecureShare Hub Site

Business Intelligence

L Search [ Delete ) Restore
Home
Shared Documents Recyde bin
Managing Agent 01
(] Name Date deleted | Deleted by Created by Original location
Site contents
Recyde bin Delete

Restore

Y
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Using version control

1. When using and modifying files, you may occasionally wish to view a file’s
previous version or revert it to this point.

To do so, right click on a file and then click on Version History.

Managing Agent 001

2 Name Modified Modified By
Open
Test folder P oyds User 01
Preview
-
Share
Copy link

Manage access
Download
Delete
Automate
Rename

Move to

Copy to

Alert me

More

2. You will then see a view of all previous versions. To view a previous version, click
onto the document link.

Version history

Delete All Versions

No.+ Modified Modified By Size Comments
40  26/05/2021 11:36 AM External User 01 16.8 K8
30  26/05/2021 11:26 AM External User 01 16.7 K8
20 [26/05/202111:226 AM ~ External User 01 16.7 KB

1.0 26/0302111:26 AM External User 01 16.7 K8
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3. If you wish to restore this version of the document, click on the drop-down arrow
to the right of the version date and then click Restore.

Version history

Delete All Versions

Z,O Zl‘ AR IAANG aa.nr avs :J

Restore

Delete @

4. Click Ok to enact the change.

You are about to replace the current version with the selected version.
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Opening desktop application versions of documents

1. When a document is opened in SecureShare, you will access it within the online
version of the application - in the case of the screenshot below, Word Online.

L Search (Alt + Q)

Word  Managing Agent 001 Latest Report 82 - Saved v

File Home Insert Layout References Review View Help £ Editing v ‘

Il
linl
Il
<
=1

Ov PBlv & [caibriody ~[11 v| A A7 B I U 2Z2v Av A = i=v i=v

Test document for Lloyd’s SecureShare functionality

2. To open a document in the desktop application, click the Editing button in the
middle of the screen and then click Open in Desktop App.

Word  Managing Agent 001 Latest Report 8% - Saved v P Search (Alt + Q)

File Home Insert Layout References Review View Help £ Editing v

r T 1 x - ey o— |
Ov Plv & |[calibriGody) ~[11 v| A A~ B I U 2+ ¢ FEditing =

L 1 ) = Make any changes E

}')\j Reviewing
Add comments and suggest changes

/\" Viewing
= View the file, but make no changes

@ Open in Desktop App fui
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Identifying site names
Finding required sites

1. Enter My Access - this shows all sites you can request access to.

2. Scroll down the list or use the ‘search packages’ search bar to find a site name.
Note: You can search using the business process name or your entity number.

e

Access packages

The annotation below shows how site naming conventions work within Lloyd’'s
SecureShare.

550001 |MA1 234X|Contr|'bute

N

This is the This is the This is the
‘Business ‘Entity’ code. access level you
Process’ code. will receive.
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Site approval

Please note that Lloyd’s users will request access differently to Market users.
Lloyd’s users will use a SecureShare Access Request Form on MyService.

Making an access request

1.  Once you have identified the site you require in MyAccess, click onto it.

2. You can then click the Request access button to open the request menu.

—+ Request access

Name | Description
SS0001 MA1235X Contribute Contribute access on SS0001 SecureShare for Managing Agent 00.
(] SS0001 MA1234X Read + Read access on SS0001 SecureShare for Managing Agent 001 '

3. In the resulting Request access menu, insert the business justification and a
specific period timeframe if required.

Cancel

[_some IR

4. You then click Submit to complete the approval request.
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Accessing approved sites

1. First, enter the SecureShare Hub Site.

Lloyd's

SecureShare SecureShare Hub Site

Welcome to SecureShare

SecureShare enables Lloyd's Market urely exchange files with Lloyd's Corporation.

Please navigate to the relevant Business Site from the list below.

Your Sites
= | a =] o = [ .
Business Intelligence Capital Tests Complaints Return Cash Movement Statements.

Capital Tests Example Figures

2. Click onto the site you require within Your Sites.

3. On the left-hand side of the resulting Business Process site, click onto your entity
that you belong to.
Note: In this example, we use Managing Agent 01 as below.

Lloyd’s

SecureShare
L Search

Home

Shared Documents

Managing Agent 01

Site contents

Recycle bin
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Uploading and downloading documents

Uploading documents

1. Begin within the correct entity in the relevant Business Process site.

Note: You must have requested Contribute access for this site.

2. Click the Upload button on the bar at the top of this site and then choose either
Files or ‘Folder.

Lloyd’s . .
SecureShare Business Intelligence

0 Search UBIGEENA = Editin grid view @l Export ® Power Apps $#2 Automate
Home Files
Managing A Folder
Shared Documents
Managing Agent 01 L] Name Modified Modified By
Site contents @] Business Intelligence Managing Agent pres.
Recycle bin B

Business Intelligence Managing Agent Test ..

3.

In the resulting File Explorer menus, select the file you wish to upload then click
Open to complete the download process.

. Open

X
€« ~ 1T “ Uoyds > SecureShare Search SecureShare
Organize ~  New folder

m @

@& OneDrive - Found © Nam Date modified

= This PC &9 Document for Upload 29/04/2021 17:38
J 3D Objects

[ Desktop

‘| Documents

¥ Downloads

D Music

&= Pictures

l Videos

£3505(C)

¥ Network v <

File name: Document for Upload ~ | |All Files

Open l\ ‘ Cancel
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Uploading multiple files

1. Begin within the correct entity in the relevant Business Process site.
Note: You must have requested Contribute access for this site.

2. Click the Upload button on the bar at the top of this site and then choose either
Files or Folder.

Lloyd’s . . ‘
Business Intelligence
SecureShare 9 |
O Search OUBIBEENA 5 Edit in grid view @l Export & Power Apps $#3 Automate
Home F les
\

Managing A Folder

Shared Documents

y = i |
Managing Agent 01 L] Name Modified Modified By

Site contents @] Business Intelligence Managing Agent pres. April 28 External User 01 ‘

a8 Business Intelligence Managing Agent Test .. April 28 ‘

|

Recycle bin

3. To select multiple files within a view on File Explorer, hold the SHIFT button on
your keyboard and click onto all the files you wish to upload. Click Open to
complete upload.

@ Open X
™ « Doc.. > Lloyd's SecureS... v o Search Lloyd's SecureShare
Organize v New folder = [ o
[} ame )
@ OneDrive - Found P 0
% @ Analysis for Managing Agent 01 Busi Intelligence
W This PC

@] Report for Business Intelligence 1
P 3D Objects

BB Desktop

- Trends for Managing Agent 01 1

+ Documents
& Downloads
J Music
& Pictures
B Videos
29 05(C)

& Network ¥ e

File name: | “Trends for Managing Agent 01" "An: ~| | All Files v
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Downloading documents

1. Begin within the correct entity in the relevant Business Process site.

2. Click the Show Actions ellipses on the right hand side of the required file.

Lloyd’s

Business Intelligence

SecureShare
O Search T Upload £3 Editin grid view Export & Power Apps £ Automate
Home
Managing Agent 01

Shared Documents

Managing Agent 01 [ Name - Modified Modified By

Site contents O o "‘Busmess Intelligence Managin... & About a minute ago External User 01

Recycle bin @ Business Intelligence Managing Agent pres..  April 28 External User 01
@ “Business Intelligence Managing Agent Test...  About a minute ago External User 01
B Business Intelligence Managing Agent Test...  Apni 28 External User 01
@Y "Test Document for Upload.docx A few seconds ago Extemal User 01

3. In the following drop-down list, click Download.

Managing Agent 01

Open
D Name lodified By
Preview
Sh". -
[+ 3 "‘Busm(ss Intelligence Managing Agent pres... Copy hnk temal User 01

Manage access

B¢ “Business Intelligence Managing Agent Test ... termal User 01
" Downicad

o Business Intelligence Managing Agent Test enal User 01
Delete

B4 “Test Document for Upload.docx temal User 01
Automate
Rename
Move to
Copy to

Version history
Alert me
More

Details
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Downloading multiple files

1.

Begin within the correct entity in the relevant Business Process site.

2. Click the check circles next to each document you wish to download.

Shared Documents

Managing Agent 01

Site contents

Recycle bin

Lloyd’s . .
Business Intelligence
SecureShare 9
] Search B Editingridview 4 Download [i] Delete 51 Moveto [y Copyto 7 Properties
Home

Managing Agent 01

[ Name v Modified Modified By

M5  Business Intelligence Managing Agent Test... 4 days ago External User 01
Business Intelligence Managing Agent Test...  April 28 External User 01
@ Test Document for Upload.docx 4 days ago External User 01

3. Click the Download button at the bar at the top to complete the process.

Lloyd’s
SecureShare

o

Search

Business Intelligence

B editin grid view ] L Download i [l Delete 21 Moveto [ Copyto 7 Properties

Home

Shared Documents

Managing Agent 01

Site contents

Recycle bin

Managing Agent 01
[ Name v Modified Modified By
© o
°© o
@ Business Intelligence Managing Agent Test... 4 days ago External User 01
B9 Business Intelligence Managing Agent Test...  April 28 External User 01
@ Test Document for Upload.docx 4 days ago External User 01
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Creating and managing alerts

Creating alerts

1. Begin within the correct entity in the relevant Business Process site.

2. Click the ellipses to the right of Automate and click Alert me.

Business Intelligence

T Upload v E5 Editin grid view Export v <O PowerApps v #% Automate ™ .

Q Alert me
Managing Agent 01 [ Manage nYy alerts
[ Name - Modified Modified By -
o- “Business Intelligence Managing Agent anal...  Yesterday at 02:57 PM External User 01
@) “Business Intelligence Managing Agent pres...  Yesterday at 02:56 PM External User 01
WE '\KBusmess Intelligence Managing Agent Test...  Yesterday at 02:56 PM External User 01
B “Business Intelligence Managing Agent Test...  Yesterday at 02:56 PM External User 01
m;' '\lTest Document for Upload.docx Yesterday at 04:20 PM External User 01

3. On the following screen, write an alert title in the text box given.

Alert me when items change

Alert Title
this alert. This is included in the Managing Agent 01

tification sent for this alert
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4. After entering the title, select the delivery method for any created alerts.
Note: you can select your own email or you can enter your phone number.

Delivery Method

Send me alerts by:

@ E-mail a -
Text Message (SMS)

Send URL In text message (SMS)

5. Select the criteria for any alerts to be created.
Note: alerts can be created for all changes or specific changes, such as a new
item being added.

Crhipgi p-: P Only send me alerts when:
, o - - @ All changes
O New items are added
Existing items are modified
O Items are deleted

Send Alerts for These Changes
Send me an alert when:

@ Anything changes
) Someone else changes a document
) Someone else changes a document created by me

Someone else changes a document last modified by me

6. Choose the frequency of any alerts being sent. If the alert is daily or weekly, you
are able to select time of day and day sent.

Wi

-

en to Send Alerts

Specify how frequently you want to be alerted (@ Send notification immediately
(O Send a daily summary

(O Send a weekly summary

Time:

7. Click Ok to complete alert setup.
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Editing alerts

1. Begin within the correct entity in the relevant Business Process site.

2. Click the ellipses to the right of Automate and click Manage my alerts.

Business Intelligence

T Upload B Editin grid view 3 Export & Power Apps #% Automate .

Q Alert me
Managing Agent 01 [ Manage my alerts {t'}

[ Name Modified Modified By
@  Business Intelligence Managing Agent anal..  Wednesday at 02:57 PM

@] Business Intelligence Managing Agent pres. Wednesday at 02:56 PM  External User 01
B  Business Intelligence Managing Agent Test . Wednesday at 02:36 PM

[x] Business Intelligence Managing Agent Test .. Wednesday at 0256 PM  External User 01
@ Test Document for Upload.docx Wednesday at 0420 PM  External User 01

3. In the following My Alerts on this Site page, click onto the alert you wish to edit.

My Alerts on this Site o

= Add Alert | X Delete Selected Alerts

Freguency: Weekly

O

Managing Agent 01 - Test
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4. In the following screen you will be able to change the same information that you
inputted within Creating alerts.

Managing Agent 01 - Test
ging Ag

Delivery Method

age (SMS)
Send URL in text message (SMS)
Change T

Only send me alerts when:

All changes

items are added
Existing items are modified

@ Items are deleted

Send Alerts for These Changes

Send me an alert when:

hing changes
e else changes a document

se changes a docum

se changes a docum:

When to Send Alerts

Send notification immediately

@ Send a weekly summary
ime:

Thursday || 9:00AM v

5. Once required changes have been made, click OK to save changes.

Deleting alerts

1. From the My Alerts on this Site page, click the checkbox on the alert you wish to
delete.

2. Once the checkbox has been selected, click on Delete Selected Alerts.

@' Add Alert |I'X Delete Selected Alerts
Frequency: Weekly
Managing Agent 01 - Test

3. Click Ok when prompted.
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The Bulk Upload Process

Please note that Bulk Operations processes are restricted to Lloyd’s users only.

Preparing folders

1. To begin, start in the Business Process site where you will be completing the Bulk
Upload process. In the screenshot below, this is Business Intelligence.

Lloyd’s

SecureShare Business Intelligence

Home + New & Send to <3 Promote
Shared Documents

Bulk File Activities

Managing Agent 001

Managing Agent 002

Managing Agent 01

Siiiding e Bulk File Activities

2. You then navigate to the Entity site where you will be completing bulk operations.
In this case, this is Managing Agent 001 on the left. Record the numbers in the
URL at the top of the screen — SS0001 is the Business Process code, and
MA1234X is the ‘Entity’ number (Managing Agent 001, in this case).

C & fsptestinternal.sharepoint.com/sites/SS0001/MA1234X/Forms/Allitems.aspx ‘

SecureShare Hub Site

Lloyd’s
SecureShare

Shared Documents

Business Intelligence

ff

Edit in grid \

Managing Agent 001

Bulk File Activities

Managing Agent 001 (S Name
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3. Once you have noted the two numbers, enter the FileShare path mapped in File
Explorer. Within FileShare, you then enter the Upload folder.

Archive

DEV

Download
secureshareswissregfs
Upload

4. In the Upload folder you see all of the Business Process codes which currently
have folders for them. You then click on MAOO1, as you know that this is the
Business Process code you require.

Note: New folders can be created using the regular File Explorer method.

Site002
SR123
550001

5. Within the MA1234X folder you can see a file stored called M1234X_Latest
Trends. This is the correct naming convention for the file which you will upload to
Managing Agent 01, which has the entity code of M1234X.

Note: The naming convention for files is: Entity number_desired file name

O- MA1234X_Latest Trends
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Completing the upload process

1.  Once you have made sure that the fileshare and the documents are set up
correctly, you navigate to Bulk Operations within the Business Process site and
ensure that you are on the Bulk Upload menu.

Lloyd’s . .
Business Intelligence
SecureShare 9
Home -+ New &2 Send to <1 Promote Page details E@ Analytics

Shared Documents
Managing Agent 001
Managing Agent 002
Managing Agent 01

Sanmditg el Bulk File Activities

Managing Agent 03

Managing Agent 04

It
Q
o
C
(]
I
@
™

Managing Agent 19

Site contents

Source Folder:

Recycle bin

secureshareswissregfs/Upload/SS0001

2. In the next step, you are asked to choose a Source Folder. As the MAOO1 folder
exists in the fileshare, the option ending /Upload/MAOQO1 exists. You click on this.

Source Folder:

/Upload/S50001
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3. Once you have selected a Source Folder, you have to choose which file types will
be uploaded from the Source Folder into Managing Agent 01 on SecureShare.
You click .docx, as you know that my document is a Microsoft Word item.

file Type:

4. Once the source folder and the File Type is set, you complete the preparations
by toggling any additional settings. In the image below, we choose to overwrite
existing files with the same names and to also create a summary file
afterwards.

Upload into subfolder (will be created if it doesn't exis

Overwrite existing files

Email summary on completion

Create summary log file in 'logs’ folder

5. Note that at any time, the Cancel Process button on the right-hand side can be
used to cancel the process being undertaken.

Cancel Process

Clear All
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6. With settings completed, you click the blue Test button.
7. The test shows whether documents are found. If successful, the final Upload
button appears in blue. Click on this to complete the process.

8. As s seen in the screenshot below, the MA1234X_Latest Trends file has been
uploaded to the Managing Agent 001 folder correctly.

Managing Agent 001
Name Modified Modified By
Test folder May 19 Lloyds User 01

@3 ~MA1234X_Latest Trends.docx A few seconds ago Lloyds User 01
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Completing ‘One to Many’ upload

1. Start within the Business Process site you wish to complete an upload for.

2. Enter Bulk File Activities using the options on the left before clicking Bulk
Upload.

3. Once in the Bulk Upload section, click on the One to Many option highlighted
in the screenshot below.

File to upload: Choose File Help - One to Many Upload

SecureShare Libraries

Upload into subfelder (will be created if it doesn’t exist)

4. In the One to Many section, click on the Choose File button.

File to upload: Choose File

5. In the resulting screen, click Choose file.

Upload file
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6. Select the appropriate file within File Explorer and click Open.

€ Open X |
<« v A « Doc... > Lloyd's SecureS... v [J) Search Lloyd's SecureShare
Organize v New folder =~ 1 @ |
A |
@ OneDrive - Found ¢ Name b

% This PC @ Analysis for Managing Agent 01 Business Intelligence 17

P 3D Objects
B Desktop

@ Report for Business Intelligence 1€

@ Trends for Managing Agent 01 17

= Documents
& Downloads
J Music

& Pictures
B Videos

49 05(C)

@ Network ¥ 7 5

File name: | Trends for Managing Agent 01 v ‘ All Files v |

L\

w
-
w
It
3
Q9
I}
Q
[

7. Once the file is selected, click Add file in the following screen.

Add file { Cancel }

8. Next, click on the libraries you wish to upload the one file to. In the case of the

below, Managing Agent 01, Managing Agent 02 and Managing Agent O3 are
chosen.

SecureShare Libraries

------
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9. Once the libraries are selected, toggle the settings you require below -
subfolders can be created within the entities, whilst any duplicate files can be
overwritten if required (selected in this case). Once settings are confirmed,
click Test.

Upload into subfolder (will be created if it doesn't exist)

Overwrite existing files

10. If the test process is successful, the Upload button appears in blue. Click on
this.
Note: the cancel process button is available on the right at any time.

m Cancel Process

Clear All

11. Click OK when prompted.

|
says ]
|

Are you sure you want to proceed with the upload operation?

% Cancel

12. The One to Many upload process will now have completed, with multiple
versions of the same file uploaded to SecureShare libraries.
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The Bulk Download Process

Please note that Bulk Operations processes are restricted to Lloyd’s users only.

Preparing folders

1. To begin, you start in the Business Process site where you will be completing the
Bulk Upload process. In the screenshot below, this is Business Intelligence.

Business Intelligence

Home + New T Send to
Shared Documents

Bulk File Activities

Managing Agent 04 Bulk File Activi

=2
o
o
s

6. You then navigate to the Entity site where you will be completing bulk operations.
In this case, this is Managing Agent 001 on the left. Record the numbers in the
URL at the top of the screen — SS0001 is the Business Process code, and
MA1234X is the Entity number (Managing Agent 001, in this case).
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&

@ fsptestinternal.sharepoint.com/sites/SS0001/MA1234X/Forms/Allitems.aspx

SecureShare Hub Site

Lloyd’s
SecureShare

Home T Upload v S Editin grid\

Shared Documents

Business Intelligence

Managing Agent 001

Bulk File Activities

Managing Agent 001 [ Name -

2. Once you are aware of the two numbers, you enter the fileshare path mapped in

File Explorer. Within the fileshare, you enter the Download folder.

Archive 31/03/2021 16:43
DEV 26/03/2021 16:13
Download 26/03/2021 12:54
secureshareswissregfs 28/04/2021 11:22
Upload 26/03/2021 12:54

File folder
File folder
File folder
File folder

File folder

3. Once in the Download folder, you then click into SSO001.

550001 20/05/2021 07:47 File folder

4. You can see within the SSO001 folder that it is empty.

Name Date modified Type

Size

This folder is empty.
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Completing the download process

1. Now that you have ensured the file share has a folder prepared (SSO001 in
Download), you check the Managing Agent 001 entity to see which files will be
downloaded.

Managing Agent 001

Name Modified Modified By
Test folder

M@= ~MA1234X Considerations.docx

M= “MA1234X Report.docx A few seconds ago Lloyds User 01

M=) ~“MA1234X_Latest Trends.docx 20 minutes ago Lloyds User 01

2. You will then proceed to Bulk File Activities within the Business Intelligence
Business Process site and click on Bulk Download.

Bulk File Activities
Managing Agent 01 - s
Bulk File Activities

Managing Agent 02

Managing Agent 03

Managing Agent 04 T Bulk Upload Ii Bulk Download I W 8ulk Delete
Managing Agent 199 Download 1o FileSh Download to Zip File

3. The next option is to choose Source Folders. In this case, only the contents of
Managing Agent 01 will be downloaded, so this option is selected.
Note: Click SecureShare Libraries for all libraries within the Business Process.

Source Folders:

SecureShare Libraries
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4. The next section gives you the option to include a File Pattern. This allows you to
only search for certain documents to be downloaded.

File pattern instructions:
Asterisk (*) acts as a wildcard - if you want to search for certain text only,
include this before the asterisk and the .file type.

Example - MA1234X*.docx searches for any file names starting with
MA1234X in a .docx format.

File Pattern (Example: *.docx):

5. Once File Pattern has been completed (if required), the File Type is then chosen
from the drop-down list.

file Type:
docx
any
pdf

docx

6. Once File Type is selected, you can also include Start Date and End Date. These
narrow down the search to files modified within a certain time period.

Start Date: End Date:

May 2021 o 2021
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7. You will then be given the option to select the Target Folder. Click the target
folder where files will be downloaded into - in this case, we will choose the
/Download/SS0001 file share path that was identified previously.

8. You can also select additional settings in this section if required. Create folder
for each Entity Library in target creates a separate folder for each Entity library,
whilst Overwrite files in download folder will overwrite any files in the download
folder that are duplicates.

Create summary log file in ‘logs’ folder creates a summary log within the
SSO0001 FileShare folder, whilst Email summary on completion will send a
summary to your email address.

Target Folder: Create folder for each Entity Library in target

/Download/550001
Overwrite files in download folder

Email summary on completion Create summary log file in ‘logs’ folder

9. Note that at any time, the Cancel Process button on the right-hand side can be
used to cancel the current process being undertaken.

Cancel Process

Clear All

10. Once the settings are completed, click the blue Test button. If the test is

successful and files are identified for download, click Download to FileShare
then Ok to complete the process.

Test Download to FileShare

Notifications
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1.

When you navigate to the Download > SS0001 folders in the FileShare, | can see

that the three .docx documents that you chose for bulk download have been
downloaded into the folder successfully.

> Download » SS50001

Date modified
MA1234X Considerations
MA1234X Report
MA1234X_Latest Trends
Logs
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The Bulk Delete Process

Please note that Bulk Operations processes are restricted to Lloyd’s users only.

Preparing folders

1. You begin in the Business Process site that you would like to Bulk Delete files
within. | navigate to the entity sites on the left-hand side that you would like to
delete files from. Within Managing Agent 001, note the files that exist and the
files that you wish to delete. You can also do this for the other Managing Agent
entities if required.

Lloyd’s
SecureShare

Home T Upload E Editin grid view £3] Add shortcut to OneDrive B Export to Excel

Shared Documents

Business Intelligence

Managing Agent 001

Bulk File Activities

Managing Agent 001 1 Name Modified Meodified By
Managing Agent 002 Test folder
Managing Agent 01 M@= ~MA1234X Considerations.docx
Managing Agent 02 @7 “MAT234X Report docx
M@= “MA1234X_Latest Trends.docx

Managing Agent 03

Managing Agent 04

Managing Agent 19

Site contents

Recycle bin
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Completing the delete process

1.  Once the folders and files for deletion are established, navigate to Bulk File
Activities within the same Business Process site and then click on the Bulk

Delete button.

Home = New &> Send to <3 Promote
Shared Documents

Bulk File Activities

Managing Agent 001

Managing Agent 002

Managing Agent 01

ik Bulk File Activities

Managing Agent 03

Managing Agent 04 ,? Bulk Uploa 4 Bull Download

{52 Page details B Analytics

M
[
m

2. In the Source Folders view, click on all of the libraries that you wish to delete
files from. In this case, you will delete files from the Managing Agent 001 folder

only.

Dattea e
Pattern Match

Source Folders:

SecureShare Libraries

anaging Agent 002
anaging Agent 07
anaging Agen: 02
anaging Agent 03
T PR
arlagliig Ageil va
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3. Once Source Folder is selected, you can then input a File Pattern to only delete
certain files if required. For this exercise you will only delete .docx files within the
folder, so this selection will be left empty.

File pattern instructions:
Asterisk (*) acts as a wildcard - if you want to search for certain text only,
include this before the asterisk and the .file type.

Example - MA1234X*.docx searches for any file names starting with
MA1234X in a .docx format.

File Pattern (Example: *.docx):

4. In the adjacent File Type drop-down menu, you are given the option as to which
file types to delete. In this case you will only delete .docx documents, so click
onto docx.

Note: Please note that only one file type can be selected at a time.

file Type:

docx

5. Once File Type is selected, you can also include Start Date and End Date. These
narrow down the search to files modified within a certain time period.

Start Date: End Date:

May 2021 ™ 2021
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6. Note that you can always click Cancel Process to end the bulk delete process.

Cancel Process

Clear All

7. Once the settings are confirmed, click the blue Test button. If the test is
successful, click Delete in blue then Ok when prompted to carry out the bulk
delete operation.

v

Notifications

8. Once the Bulk Delete operation completes, it is suggested that you navigate
back to the Managing Agent 001 folder and check that all .docx files have been
deleted - in this example, deletion has been completed successfully.

Managing Agent 001

Name Modified Modified By

Test folder
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