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Using the Online File Browser 
 
Getting Started & Navigation 
 
The Genuine Contact Program sponsors an online file sharing portal for members of our 
community to share resources with one another.  This file sharing can be accessed by going to 
www.genuinecontact.info/filesharing or by going to www.genuinecontact.info and clicking on the 
LOGIN button. 
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When you click on the login link, it will take you to a page like the one found above.  Enter in 
your login and password and click the logon button to access the shared files. 
 
If you are a member of our GC Trainers community, your next screen will look like the one found 
below.  From here, you can select to browse the Genuine Contact Resources or the GC Trainer 
Resources, depending upon your need. 
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If you are a member of our Genuine Contact Community, you will have access to the Genuine 
Contact resources, but will not have access to the resources that are for the Trainers, so your 
next screen will look like this: 
 

 
 
Along the right hand side of the page, there is a series of 4 
information windows.  The first window, called “Info”, tells you how 
many directories (or folders) are in the folder you are viewing 
currently, as well as the number of files in that folder and their total 
size. 
 
The second window, called “Details” tells you the name of the file 
you have highlighted, provides a thumbnail view of the file if it is an 
image, and displays the properties of the file. 
 
The third window, called “Files Tray”, allows you to see the files that 
you have added to your tray.  If a file is highlighted in your tray, you 
can perform the following tasks: 

 Remove the file from the tray. 
 Copy Entry – Navigate to a different folder and place a copy 

of the document in a new place. 
 Move Entry – Navigate to a different folder and move the 

document to a new place. 
 
The fourth window, called “Options”, allows you to toggle between 
icon view and list view.  The default view is list view. 
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You will notice at the top of every list of folders that there is an icon like this at the top of the list: 

.  This button can be used to navigate back to the next highest folder (like clicking the 
‘back’ button in your internet browser).  If you click on this icon in the top level folder, it will not 
bring you higher because those levels are password protected.  Be sure to click on the 2 “..” and 
not the folder image in order to activate the link. 
 
Accessing and Downloading Resources 
 
To access the resources, navigate to the document you are looking for by clicking on the folder 
that contains it. When you reach the file, it will look something like this: 
 

 
 
Once you navigate to this point, you can choose to do one of five things with the file by clicking 
on the shapes to the right of the file name.  The options include: 
 

 Allows you to download the image to your computer. 
 Allows you to rename the file.  This should only be done in rare circumstances so that 

others can easily find the file. 
 Allows you to delete the file.  This should only be done if you are the person who 

uploaded the file. 
 Allows you to add the file to your tray.  This will make it easy to find key documents that 

you repeatedly return to.  When you add a document to your tray, you can access it from 
any screen in the Online File Browser. 

 This icon only appears next to .txt and .html files.  Click on this icon to edit the document 
within the Online File Browser. 

 
Uploading Files and Creating Folders 
 
Once you are signed into Online File Browser, there will be the following links in the upper right 
corner of every screen: 

 
 
Reload refreshes the page you are currently on and logout will log you out of the Online File 
Browser. 
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To Upload a File 
 

1. Navigate to the folder that you want to upload the file to (if you need to create a file, see 
the next section for instructions). 

2. Click on the upload file link.  This will open up a dialogue box in the middle of the screen 
that looks like this: 

 
3. Click on the Browse button.  This will open up a dialogue box called File Upload.  

Navigate to the file you wish to upload and click on the ‘Open’ button. 
4. Click on the ‘Upload’ button.  The upload box will change appearances and look like this 

until the uploading is complete: 

 
 The length of time it takes to upload can be as short as a few seconds and as long as a 

few minutes, depending on the size of the file and your internet connection speed. 
5. Once the uploading is complete, you will see your file listed in the files contained in the 

folder. 
 
To Make a Folder (or Directory) 
When you are uploading files, you may find that you need to create a new folder (or directory) 
because your file doesn’t really fit into any of the existing folders. 
 

1. In order to create a new folder, navigate to the place where you would like to put the 
folder. 

2. Click on the make a dir link.  This will open up a dialogue box in the middle of the screen 
that looks like this: 

 
3. Type in the name for your new folder and click save.  Your new folder will appear in the 

list of folders. 
 
To Make a File 
You may wish to create a text file right in Online File Browser, rather than creating and 
uploading a file.  Your choices are to create a Text (.txt) or Webpage (.html) type of file. 
 

1. Navigate to the place where you would like to make the file. 
2. Click on the make a file link.  This will open up a dialogue box in the middle of the screen 

that looks like this: 

 
3. Type the name of the file you wish to create.  Use the dropdown menu to select .txt or 

.html depending on what type of file you wish to create. 
4. Click on the save button. 
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FAQ 
 
1. What kinds of files can I upload? 

You can currently upload jpg, jpeg, gif, bmp, png, txt, html, htm, and pdf files.  As internet 
browsers begin to recognize other file formats like .doc, .ppt, and .xls we will add these file 
types as well, but they are currently not available. 

 
2. What is the maximum file size I can upload? 

You can currently upload files that are up to 1 MB in size.  If you are uploading a photo or 
document that is larger than 1 MB, consider resizing it or adjusting the resolution to make 
the file size smaller. 

 
3. What kinds of information should I upload? 

Any resource that you develop to share with a client, potential workshop participant, 
mentoring circle, or other GCP project can be shared on this website if it will be of interest to 
other GC Professionals. 
 

4. Where can I go to get a login ID or for more inf ormation or assistance? 
Contact the GCP Leadership/Management Team at gcp@genuinecontact.net for further 
assistance. 

 


