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1 Introduction
The Secure File Transfer Service (SFTS) is the system CLBC will be using with employment service providers to
safely and securely send the individual and personal data collected through the Periodic Report for
Employment 2020 (PRE 2020). The purpose of this document is to provide the basics skills required to use the
SFTS. Under no circumstances should a PRE2020 be sent to CLBC via email.

2 How to Log onto the Service
Each reporting period, CLBC will send an invitation to your organization’s dedicated employment email (e.g.
InclusionCommunity_PREReport@Community.org) from the SFTS. This invitation will provide your
organization with access to the SFTS through a link in the body of the email. The link must be opened within
7 days or it will expire and you will need to request a new link by sending your request to the CLBC Service
Centre at 604‐733‐2655, toll free at 1‐866‐780‐2655 or by e‐mail at CLBCServiceCentre@gov.bc.ca
“Package” is the term used in the SFTS for the email you receive from CLBC to invite you to use the SFTS each
reporting period. Each time CLBC sends a package to your organization, you will receive an email notification
that looks like this:

After clicking the URL in the package (email), you will be presented with the Login page. To login, enter your
organization’s username – this is the dedicated employment services email address for your organization
(e.g. InclusionCommunity_PREReport@Community.org) – and then enter the temporary password you
received in your package from CLBC. You will then be prompted to create your own password; this
password will be valid for 80 days.
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If you prefer, you can also click the “Keyboard” icon in the Username and Password fields and use the onscreen keyboard with your mouse to enter your organization’s username and temporary password. After
logging in, you’ll need to change the temporary password. There are certain password requirements that
must be met:
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Note: Your organization’s SFTS account can only be used to send files back to CLBC. Every reporting period
CLBC will invite your organization to use this service as a temporary user. Your username will always be your
organization’s dedicated employment services email address. However, you will be required to update your
password for each reporting period. The SFTS is used government-wide and for security reasons users must
change their password every 80 days.

3 Home Screen
Once you are successfully logged in, you will see the Home screen as shown below.
When sending CLBC your PRE 2020 report, it is recommended to simply click on your package request and
reply like an email, allowing you to add a note, attach report(s)to the email and send it to CLBC. However,
unlike email, the files never leave the SFTS unless they are downloaded by your organization or the CLBC user
with whom you are exchanging files.
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1. In this example we are going to send a package (a.k.a. an email with an attachment - the PRE 2020
report) to CLBC so we’ll need to upload a report into the package. As a user, you can only send files
to the user who sent you the initial package/invite (in this case, CLBC).

2. Do not send your questions about the Periodic Report for Employment (PRE2020) in the note section
here, because the message will disappear when your account expires. It’s best to send all questions
to the CLBC.employmentHELP@gov.bc.ca email, then the information will stay there as long as you
need it. The only information required in the note section is the name of the sender and contact
phone number.
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3. To attach a file to this package, drag and drop files into the upload field, or you can click “Upload
Files”. This opens the Secure File Transfer Upload Wizard:

4. Next click the “Browse” button. This will open a Windows Explorer window that will allow you to
select the file(s) (PRE 2020 report) you wish to upload. You can use the standard Windows shortcuts
to select multiple files using CTRL+ click or dragging and selecting multiple files. Please note the PRE
2020 is in Excel format, and this is the format required. Do not sent PDF copy of PRE 2020, as CLBC
will not be able to use your report in this format.
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5. Once you have all your files selected to attach to the package, click the “Upload” button to upload
the files to the SFTS server. You can upload additional files or click “Close” when done. You can
confirm you report is uploaded correctly, if you see a GREEN checkmark.
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6. With the required fields completed and your files attached to the package, you can now select any
extra delivery options, and then click the “Send” button to send off the package to CLBC.

7. Note: if a PRE2020 report needs to be returned for corrections, CLBC will send the report back to
the service provider via the SFTS; the SFTS is the only secure way to safeguard people’s personal
information. Complete your corrections and repeat the above steps. Your password will not need to
be changed, as it will still be within the 80-day timeframe (see #2 – How to Log on to the Service).
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4 Troubleshooting
Problems Logging In
Your temporary SFTS account has an expiration timer of 7 days, unless the account is logged into again or
receives a new package. Click on the link from the notification email in the first 7 days after receiving it. If
not, the link will expire. If your account has been locked out, you will need to have your account unlocked.
Please direct your SFTS question to the CLBC Service Centre at 604‐733‐2655, toll free at 1‐866‐780‐
2655 or by e‐mail at CLBCServiceCentre@gov.bc.ca
to have your account unlocked.
Accounts can be locked for the following reasons:
•
•

Temporary accounts become marked as inactive after seven calendar (7) days of inactivity
Temporary Accounts are locked out due to repeated login failures (account is locked out after 6
tries within 1 minute). This lockout expires after 15 minutes.

After a total of 14 days if you have not logged into your account it will be deleted. You will need to have
your account re-activated by being re-invited to the service. Please contact the CLBC Service Centre at 604‐
733‐2655, toll free at 1‐866‐780‐2655 or by e‐mail at CLBCServiceCentre@gov.bc.ca to have your account
re-activated.
Access to SFTS is active for 35 days after the first log in. After the 35 days, the link will expire and a new one
must be sent out. The 35 days timeframe is a BC government rule which cannot be changed.
Passwords expire after 80 days. If you have forgotten your password, and your account is still active, you can
use the “Request a password change” link on the Login page. An email will be sent to you providing you the
URL to confirm the password change. For every quarter when a new invitation to the SFTS is sent for report
submissions, a new password will need to be created. See Section 2. How to Log onto the Service.

5 Getting Support
Starting December 15, 2019, all questions regarding the PRE2020 should be sent to the
CLBC.EmploymentHELP@gov.bc.ca email. This email is only for questions related to completion of the
PRE2020 or employment services; this email cannot accept attachments and is completely separate from
the SFTS. Any email sent to CLBC.EmploymentHELP@gov.bc.ca that contains attachments will bounce back,
and you will receive an automated message indicating the email did not go through.
The SFTS is strictly for submitting reports. Starting January 2, 2021, all questions regarding the SFTS should
be sent to the CLBC Service Centre at 604‐733‐2655, toll free at 1‐866‐780‐2655 or by e‐mail at
CLBCServiceCentre@gov.bc.ca

CLBC Employment Service Providers also have access to a Toolkit to help complete the report. The toolkit
includes short videos and other resources (e.g. practice guidance, PRE2020 examples, checklists) to support
completion and submission of the Periodic Report for Employment 2020 (PRE2020). The PRE2020 Toolkit is
located on CLBC’s website under the Service Provider Resources section:
www.communitylivingbc.ca/pretoolkit.
6 Frequently Asked Questions
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Q: Can I send a package to another person at CLBC?
A: As a temporary user, you can only send packages to the user who invited you to SFTS.
Q: How long do the temporary accounts last?
A: The temporary accounts become disabled after 7 days if: 1) you have not logged into the SFTS, or 2) you
have not received a package. After 14 days in total the temporary account is deleted.
Q: Is there a limit to the size of files I can upload to the SFTS?
A: CLBC’s storage capacity on the SFTS is 50 GB total. For files that uploaded into the Shared folders, you can
see how much space is available and how much is currently being used by reading the Folder Quota Info –
highlighted in red in the image below.
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Q: I’m unable to use the upload/download Wizard to handle multiple files. How can I fix this?
A: If your browser can support JavaScript, by default it will try and use the JavaScript Upload/Download
Wizard. If you have administrative privileges on your workstation, it is recommended to install and utilize the
ActiveX version of the Wizard within Internet Explorer.
To change the version of the Upload/Download Wizard you want to use, first click on “My Account” in the
top-right corner.
Then scroll down to the bottom section:

,
You can click on the “Change Upload/Download…” button to install and enable a different Wizard. Some
Wizards, depending on your workstation privileges or Internet browser, will be unavailable to be used.
The table below indicates which Wizard is supported under each browser type:
Browser

Available Wizards

Internet Explorer

ActiveX
Java (does not run under IE7 on Windows Vista; use the
ActiveX version instead here)
JavaScript (requires Internet Explorer 11)

Firefox

JavaScript (recommended)
Java (requires browser configuration)

Chrome, Safari, Microsoft Edge (Windows 10) JavaScript
The table below shows the installation requirements for each wizard:
Wizard

Installation Requirements

ActiveX

Requires the installation of the Upload/download Wizard ActiveX control. For
B.C. Government users, you will not be able to do this unless you have the
administrative rights to install software on your PC – also known as an
“unmanaged PC”.

Java

Requires the installation of Java 8 or later on your computer. For BC Government
users, an appropriate version of Java should be already installed on your PC,
allowing you to activate the Java Upload/download wizard.

JavaScript

Requires no installation.
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