
 

Vault is Pacific University’s web-based file storage and 

sharing system.  This TIP Sheet shows how to use the 

Vault web interface to upload a file from your computer or 

download it to your computer. 

 

Logging In 

1. Open a web browser (a recent version of any major 

web browser will work) and point the web browser at 

vault.pacificu.edu. 

2. Log in with your PUnet username and password. 

 

Uploading a File 

1. If you want to upload into a Folder, go to that folder 

first (by clicking on it).  Otherwise, files will be 

uploaded into the main directory of your account. 

2. Click on the Upload button in the upper right. 

 

3. Click the Browse button. 

 

4. Your operating system’s file-browse dialogue will 

appear.  The following shot shows the Windows 

dialogue.  Navigate to the file you want (can be on the 

hard drive, or on a CD or on a portable drive), select 

it, and click Open. 

 

5. The file path and name now appear in the text box 

next to the Browse button. 

6. To add more files, click the “Add File” button and 

follow steps 4 and 5 again. 

7. Once all the files you want to upload are listed, click 

Start Upload at the bottom. 

 

 

 

 

Uploading & Downloading Files in Vault 
 

Students, Faculty and Staff 



 

Uploading Multiple Files 

 

To upload many files at once, click on the link that says 

“Advanced Upload.”  You must have a recent version of 

Java to use this function.  Click the “Java 1.5 or higher” 

link to go to the Java download page. 

 

 

 

Once you begin the Java uploader, it will automatically 

start any time you click Upload.  (To return to the regular 

uploader, click the Basic Upload link at the top).  With the 

Java uploader you can click and drag a file, multiple files 

or entire folders to the upload area and then click Start 

Upload to upload them. 

 

Downloading Files 

1. Find the file you want to download. 

2. Double-click on it. 

3. Your web browser will prompt you as to whether you 

want to Open or Save the file.  The exact text of this 

message and whether or not it will allow you to 

specify the save destination will vary by web browser.  

Shown below is the Internet Explorer interface.  

Choose the Save option.  Choose the Save option.   

 

4. The file will be downloaded to your computer. 

 

Downloading Multiple Files 

 

To download multiple files at once, check the checkbox 

next to each that you want to download, right-click on one 

of the files and choose “Save to Zip File.”  You will then 

be prompted to open or download a zip file containing all 

the files you checked. 
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