
FileBox Tutorial 
 

Introduction 

Go to: https://filebox.lgs.lv  

This tutorial will show you how to send files with FileBox. FileBox allows you to easily send and receive large files 

to others which would be too large for email (including large files up to 4.2 GB).  

FileBox provides you with three options:  

1. Sending files,  

2. Receiving Files, 

3. Requesting files. 

 

Logging in 

If you are a member of Latvian Air Navigation Service, you can log in with your LGS Username and Lotus Notes 

password and send files to anyone, in or out of Latvian Air Navigation Service. 

Your LGS Username = Lotus ShortName / UserID  (nparhomenko ; eagapitovs ; ...) 

Your Password = Your LotusNotes password 

 

https://filebox.lgs.lv/


Once you login, the following page will appear. This is your home page on FileBox:  

 

  
 

 

Sending a File 
 

This page has two options for sending a file:  

1. One for entering a Request Code that you may have received from someone else (more on this in the 

Request file section); 

2. Or for sending a new file -> click "Next". 

 

 
 

We will send a new file, so leave the "Request Code" field blank and click "Next". The following page will appear: 



 
 

You may receive a note in red at the top that will explain the use of files on FileBox. This is an important 

message to read. Next you will see your email address, which recipients will see and two options for sending 

email. To add a recipient, click on the green plus button in the "To:" field and the following popup will appear. 

 

Below the "To:" field is a "Short note" field where you can enter a message for the recipients. Then click 

"Choose File" and select a file from the file browser that appears. You may add a description to the file in the 

"Descriptions" field. When all fields have been filled out, click "Drop off Files". The follow page will appear 

showing you a summary of your file transfer. 



 
 

This page contains a comment field where you can see recipient's comments on the file. At the bottom of this 

page is a Claim Code and Password. If you want to send this file to someone else, give them this information. 

 

In addition, the recipient(s) will receive an email notification with information on send files and the download 

link. 

 

If you now click on your "Outbox" tab, you will see a page like the following, which includes information on send 

files. 



 
 

You can click on a claim code and return to that file's summary.   

 

Receiving a File 
 

 
 

If you have been emailed, or given, a claim code and password for a file from someone else, you will need to 

download it. Click on the "Home" page, if you are not already there, to return to your home page. Click on 

"Receive File" and the following page will appear:  

 

(Alternative and the quickest way to receive a file: just click on a download link in an email notification, which 

your received from a sender). 



 
 

Enter the claim code and password that you received and click "Pick-up the File(s)". The following summary 

page will appear: 

 

 
 

To download the file, click on the file name, on the picture above. 

 

 

 



 

Requesting a File 
 

If you would like someone to send you a file, you need to request that file from them. Click on the "Home" page, 

if you are not already there, to return to your home page. Click on "Request a File" and the following page will 

appear. 

 

 
 

 
 

On this page, fill out the recipient's name and email address. Give the email a subject and a message describing 

what file you want. When finished, click "Send the Request". The following page will appear providing you with 

your request summary. 



 

 
 

This page provides you with a request code that the recipient can enter into the "Request Code" field on the 

sending file page, as shown below: 

 

 
 

 

Guest users 
 

If you are not a member of Latvian Air Navigation Service, you cannot log in but you can still send files to people 

in Latvian Air Navigation Service if you know their email address. Start by clicking the "Send File" button: 

 



 
 

All the information regarding sending and receiving files that have been mentioned earlier in this document is 

also actual for the guest users.  

But at the beginning the guest users must prove they are a human being and not a computer by passing a 

CAPTCHA test -> Click on "START" button. 

 

 
 

 

After a file has been dropped off, it will remain available for download until either it is deleted by the 

recipient (if there was only 1 recipient) or the sender, or until this number of days have passed (10 days at this 

moment).  


