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Jacobs File Transfer Tool Guide 
 

The Jacobs File Transfer Tool is intended to aid our clients and vendors, as well as our own employees to 

send and share files with each other in a safe, secure and effective way. This tool applies to sharing files 

that are too large to send via e-mail. 

 

One of the benefits of the File Transfer Tool is being able to share files without giving others potential 

access to many other files they should not view on a traditional FTP site; the recipient receives only the 

specific file(s) you send them. 

 

Access For Clients and Vendors 

You can access the File Transfer Tool by going to www.jacobs.com and following the link in the footer at 

the bottom of any page or by going directly to http://jftt.jacobs.com.  

 

Maximum File Size 

The combined maximum size for all the files you are sending is one gigabyte (1024 MB or 1,073,741,824 

bytes). 

 

Unacceptable File Types 

While most file types are acceptable, the exceptions are files with these 

extensions:   .php, .exe, .vbs, .scr, .bat, .reg, .sys, .pif, .com, .chm, .shs, .vb, .mid, .midi, .cmd, .cpl, .hta.  

 

Length of Time Files Are Available for Recipients 

Shared files are kept on the Jacobs server for between 1 and 14 days, depending upon your selection 

during the upload process. Files are deleted automatically at midnight U.S. Eastern Time on the date 

indicated in the e-mail message that is sent to recipients. 

 

How the File Transfer Tool Works 

There are two views of the Jacobs File Transfer Tool – a basic version and a more advanced view. If you 

have Adobe Flash and/or Microsoft Silverlight installed and enabled for your web browser, you will see 

the more advanced version, which allows you to select multiple files at once and view the status on your 

uploads. 

 

 

http://www.jacobs.com/
http://jftt.jacobs.com/
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Before you begin, you must agree to the terms and conditions.  Then there are three steps.  For Clients 

and Vendors (and Jacobs’ personnel not accessing through JacobsConnect), there is an additional step in 

the beginning, entering your contact information.  All other steps remain the same.  Note: The View 

Report button is only available to Jacobs’ users accessing through JacobsConnect. 

 

 
 

Step 1: Enter your contact information 

 

This step only applies to clients and vendors, or to Jacobs’ employees not accessing through 

JacobsConnect.  You will have to enter some contact information, then click the Next button. 

 

 



 

3 of 7 

Step 2: Enter recipient e-mail addresses  
 

Only internet-style e-mail addresses (e.g. some.body@company.com) are accepted.  Clients, vendors, and 

Jacobs’ employees not accessing through JacobsConnect must include at least one Jacobs recipient in the 

list.  Multiple addresses can be added at once but must be separated by semicolons (e.g. 

first.person@jacobs.com;second.person@jacobs.com). 

 

 
 

Step 3: Specify transfer options 
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For added security, you can enter a password if you wish to have the files automatically encrypted.  If you 

do so, you will have to provide the password to the recipient(s) via other means.   

 

Step 4: Select files 

 

You can select one or more files to upload.  Check the “Finish and send when uploads are complete” box 

if you’d like to complete the transfer as soon as files have uploaded, or leave it unchecked if you may be 

making multiple selections. 

 

 If you have Microsoft Silverlight and/or Adobe Flash installed and enabled in your web browser, you’ll 

see the screen below, and will be able to select multiple files at once by clicking the “Select and upload” 

button. 

 
 

Otherwise, you will see the screen below.  You will be able to upload multiple files, but must select each 

file one at a time by clicking the “Choose File” button.  Once all files have been selected, click the 

Continue or Next button to have them upload.   

 

 
 

Sharing Multiple Files 

The Jacobs File Transfer Tool allows all users to send multiple files to multiple recipients. * Tip for 

sending files to multiple recipients without having to constantly re-enter their e-mail addresses each time, 

Store the e-mail address in a Word document or text file, separating each address with a semi-colon. You 

can then copy the list of addresses from the Word document or text file into the Jacobs File Transfer Tool 

during Step Two for clients and vendors or Step One for Jacobs employees. 
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Additional Security When Sending 

The File Transfer Tool has built-in support for password-protecting and encrypting the contents of the 

ZIP file that is created from the uploaded files.  This form of encryption is supported directly by 

Microsoft Windows and a wide variety of 3
rd

 party tools, but is not the strongest available.  If your file or 

files needs additional security beyond this basic password protection, you can use a 3
rd

 party tool such as 

WinZip or 7-Zip to create a ZIP file that is password protected using 256-bit AES encryption.  You place 

the files you wish to upload into that ZIP file, then transfer the ZIP file using the Jacobs File Transfer 

Tool.  Please note that using this approach, only recipients with a similar 3
rd

 party tool will be able to 

decrypt the ZIP file.  Using either the built-in encryption or a 3
rd

 party tool, you will need to send the 

recipients the password via other means to prevent interception of the password. 

 

Receiving the File(s) 

Each of your recipients will receive an email with a link to the file or files you have sent them. The link 

will not indicate what the real filename is. When the recipient clicks on the link to download the file, the 

sender will receive an email informing you of the receipt. 

 

 

For Jacobs Employees – Use of the File Transfer Tool 
 

Access For Jacobs Employees 

You can access the File Transfer Tool by going to JacobsConnect. Look in the left hand column in the list 

of Tools & Applications.  See screen capture below.  If you cannot access it through JacobsConnect, 

please try the File Transfer link at the bottom of www.jacobs.com or go directly to http://jftt.jacobs.com. 

 

        
 

Viewing Past Transfers 

If you are accessing the File Transfer Tool from within the Jacobs network, you can view a report of all 

the files you have previously transferred by simply clicking the “View Report” button at the top of the 

page. To find out who has downloaded the transfer, click the “View Report” button in the “Received by” 

column. It will display the list of recipients and which of them have downloaded the transfer. Please note 

that if a recipient forwards the download link to others, it will appear as if those others are the recipient. 

Please note that this feature is only available to Jacobs employees on the Jacobs network accessing the 

File Transfer Tool through JacobsConnect. 

 

http://www.jacobs.com/
http://jftt.jacobs.com/
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Deleting a Mistaken Transfer  

As a Jacobs employee using the system, you have the ability to delete a transfer. In the event that you 

have mistakenly uploaded the wrong files or misdirected them to the wrong recipients, you can delete the 

transfer and prevent additional downloads. 

1. Click “View Report” button at the top. 

2. Locate the transfer you wish to delete. 

3. Click the “Delete” button beside the transfer. 

4. You will be prompted to confirm the deletion. 

 

Please note that if you have already deleted a transfer, or if it has already been transfered, then the 

“Delete” button will not be available. You can only delete transfers you created. Also, this feature is only 

available to Jacobs users connecting from within the Jacobs network. 

 

Frequently Asked Questions For Jacobs Employees 

 

1. How can I access the Jacobs File Transfer Tool from outside the Jacobs network? 

 

Go to www.jacobs.com and follow the File Transfer link (or go directly to http://jftt.jacobs.com). If you 

are logging into JacobsConnect remotely to use the Jacobs File Transfer Tool and you are encountering 

problems, please try this approach. 

 

2. How can I let clients and vendors use the File Transfer Tool to send files to me? 

 

If you would like to have client, vendors, or other outside parties send you a file, they can go to 

www.jacobs.com and follow the File Transfer link (or go directly to http://jftt.jacobs.com).  See the “For 

Clients and Vendors” section, below. 

 

3. I just realized I uploaded the wrong files, or sent them to the wrong person. What do I do?  

 

http://jftt.jacobs.com/
http://jftt.jacobs.com/
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See the “Deleting a Mistaken Transfer” section, above. If the View Report button is not available because 

you are accessing the File Transfer Tool remotely, please contact JFTT support via e-mail at it-

jftt@jacobs.com and we will attempt to delete the file(s) before recipients download them. 

 

4. How can I send files to multiple recipients without having to constantly re-enter their e-mail 

addresses each time? 

 

Store the e-mail address in a Word document or text file, separating each address with a semi-colon. You 

can then copy the list of addresses from the Word document or text file into the Jacobs File Transfer Tool 

during Step One or Step Two for external users. 

 

 

For Clients and Vendors 
 

Access for Clients and Vendors 

You can access the File Transfer Tool by going to the main Jacobs web site at www.jacobs.com and 

clicking the File Transfer link at the bottom of the page.  An alternative approach is to go directly to 

http://jftt.jacobs.com. 

 

 

 
 

http://www.jacobs.com/
http://jftt.jacobs.com/



