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Introduction 
 

Documents and files that contain personally identifiable, sensitive or 

confidential information sent electronically between schools and the 

Local Authority must be sent via secure, encrypted means and NOT by 

ordinary email. 

The USO-FX (Unified Sign-On ï File Exchange) is a secure method by which 

sensitive data can be transferred across KingsNet broadband links between schools 

and KingsNet users and between schools and the Local Authority. 

Users must be registered on the KingsNet USO database, and this may be 

requested via the ICT Nominated Contact at each school or with a member of the 

KingsNet Team (See Contacts). 

Secure transfers may be made on a ñOne-to-Oneò, or ñOne-to-Manyò basis and each 

Recipient , is emailed with a notification message providing details of the file being 

made available. The Sender may apply a date after which the source file is deleted. 

Once the copy file has been viewed, retrieved or deleted by a Recipient then an 

entry is made in the Audit Trail detailing the date, time and action of that Recipient. 

The Sender of the file can then determine the action status of each Recipient and the 

point at which the source file may then be deleted, if an end date has not been 

already specified. 

The USO-FX will require the use of an Atomwide OTP (One Time Password) second 

factor authentication tag which will be provided to Head Teachers and SEN Co-

ordinators. 

. 
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Logging into USO Support Site 
 

To commence your file transfer you must first log in to the Atomwide Support Site at 

http://support.rbksch.org  

Your username must be suffixed with ñ.314ò (dot three one four), as per the example 

in ñFigure 1ò below.  

ñ314ò is Kingstonôs Department for Children Schools and Families number and is 

used to identify where you are from as the USO database is maintained across 

several Local Authorities. 

 

 

Click Login to enter the site. 

 

 

 

 

 

Figure 1 

http://support.rbksch.org/


 

Secure File Transfer ï USO-FX        Page 5.of 19 

If you have been issued with, and have registered, a One Time Password (OTP) 

tag then you will be presented with the following screen: 

 

Switch on the fob and transcribe the 6 digit number displayed onto the screen then 

click Authenticate to proceed. 

 

If you have not been issued with an OTP or, if you have not yet registered it, then 

you will see a screen similar to this one in Figure 3: 

 

  

Figure 2 

Figure 3 
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From the horizontal menu click on the USO-FX option and select Upload a File 

 

You will be presented with this 3-part screen 

 

 

 

Figure 4 

Figure 5 
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Selecting Users to Receive File 
 

We will start by selecting the users who are to receive the file and this is done in the 

top part of the screen: ñSpecific usersò 

The first action required is to tick or untick the ñRestrict Recipient list to users who 

have registered OTP tags?ò box. 

If the box is ticked then you will restrict your search to those who have registered a 

tag. If you are unsure then UNTICK the box.  

 

if you donôt know the Username of the Recipient  then enter details in the First Name 

and Last Name fields and click on the Search button 

 

 

 

 

Figure 6 

Figure 7 
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Choose the Recipient by clicking on Select against the Username of the one that 

you want, in the event there are more than one username shown. 

Repeat these steps to select additional users as required. 

Click on the Next button at the foot of the page when you have finished selecting 

Recipient s. 

 

 

 

 

 

 

 

Figure 8 

Figure 9 
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The screen will now confirm the details of all Recipient s of your file: 

 

Click on the Next button to proceed. 

 

 

 

 

 

  

Figure 10 
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Uploading File 
 

Only certain file types are permitted and .EXE (executable) files are not allowed 

At this screen enter the Title and a Description of the file you are uploading.  

Both of these are optional and the Title will default to the filename if left blank 

 

 

When you have done that click on the Browse button to navigate to the file on your 

local or network drive: 

Highlight the file for uploading and click on the Open button to select it. 

 

 

 

 

 

 

Figure 11 

Figure 12 
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The screen should now appear similar to this one: 

 

Tick or Untick the following fields: 

Email me whenever the document is downloaded? 

Ticked  You will receive an email when a Recipient has downloaded a 
copy of the file 

Unticked  You will NOT receive an email when a Recipient has 
downloaded a copy of the file 

 

Delete document automatically when all Recipient s have acknowledged it?  

Ticked  The source document will be automatically deleted when the last 
Recipient has viewed or downloaded it. 

Unticked  The source document will remain on the secure server. 
 

Force delete of document at the end of the following day DD MMM YYYY 

Ticked  The source document will be automatically deleted at the end of 
the date entered irrespective of whether Recipients have viewed 
or downloaded it. 

Unticked  The source document will remain on the secure server. 
 

When you have completed this screen, click on the Finish button at the bottom right 

of the page. You will now receive a confirmation screen advising that the file has 

been uploaded and Recipient s emailed. 

 

 

Email Notifications 

 

Figure 13 

Figure 14 
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Email Notifications 
 

Each Recipient will receive an email, similar to Figure 15 below, advising that a new 

document is available via USO-FX. 

The email details who the file is from, a description of the contents and a web link 

whereby the Recipient may login to view, download or delete it 

 

 

 

 

 

 

 

 

 

 

 

Figure 15 
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Viewing, or Downloading a File 
 

On being notified of the fileôs availability a Recipient may view or download it by 

logging into the Atomwide Support site at http://support.rbksch.org as described in 

Logging into USO Support Site on Page 4  

From the USO-FX menu option select ñDownload a fileò and the following screen 

will be displayed. 

 

The filename will be shown as a hyperlink (usually blue and underlined) under the 

Document column of the USO-FX Available Downloads table. 

Click once on the document filename to activate the File Download dialog box: 

 

Choose to Open, or Save the file to your local or network disk. 

Depending on the parameters set up by the Sender, a confirmation email is sent 

automatically to the Sender of the file advising of the view/download action taken by 

the Recipient. 

 

Figure 16 

Figure 17 

http://support.rbksch.org/
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Deleting Files 
 

Files may be deleted by either the Sender or the Recipient. 

If a Recipient deletes the file then only their copy will be deleted. The master file will 

still be available unless the Sender, or auto-delete action, has deleted it. 

If the Sender deletes the master file then the file is no longer available to a Recipient 

unless they have previously downloaded and saved it. 

To delete a file click on the Delete field at the beginning of the document row: 

 

 

 

 

 

 

 

 

 

 

 

Figure 18 


