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Introduction 
 
My File Gateway is a Web-based product that allows for the sharing and transferring of files between 
agencies through secure mailboxes that provide controlled access to data. Users can upload to and 
download from only those mailboxes to which they have access.  
 
This document describes the procedures for accessing My File Gateway, and for uploading and 
downloading files.  
 

NOTE: Files that are uploaded to My File Gateway cannot be deleted by the user. All 
maintenance of the mailboxes is done administratively.   
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Access My File Gateway 
 
The steps below describe how users access My File Gateway. Users can use a direct link or, if they are 
already logged into the School Portal, they can access My File Gateway from the home page. See 
Accessing My File Gateway using a Direct Link and Accessing My File Gateway through the School 
Portal for step-by-step instructions.  
 
Accessing My File Gateway using a Direct Link 
 

 
 
1. Enter the following URL in a browser window and press R. 

https://sfweb.pheaa.org/ 
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^ The Login page displays when a user attempts to log into My File Gateway using a direct link or 
through the School Portal.  
 

 
 
2. In the User ID field, enter a valid RACF ID (PHEAA-assigned user ID). 
 
3. In the Password field, enter a valid RACF password. 
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 The Welcome page displays. 
 
Users are required to agree to the terms of use each time they sign in.  

 

 
 
4. Click Yes, I Agree to continue.  
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 The My File Gateway home page displays.  
 
The File Activity tab displays when My File Gateway is first accessed by the user. The File 
Activity and Reports tabs are used to route files, which a feature that is not currently used in this 
version of My File Gateway.  
 

 
 
5. Click Upload Files to upload file to My File Gateway. Click Download Files to download files 

from My File Gateway. See Upload Files and Download Files for step-by-step instructions.  
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Accessing My File Gateway through the School Portal 
 
1. Enter the Web site www.aessuccess.org in the Web browser.  

 

^ The American Education Services home page displays. 
 

 
 
2. Click the Alec partner access tab.  

 
 

http://www.aessuccess.org/
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 The login box displays.  
 

 
 

A school user must login to Alec with a RACF ID and password in order to access its features. A 
school user can attain a RACF ID and password from a client representative. Access to the Alec 
login is also possible by clicking on Financial Aid Products & Support for Schools in the 
navigation pane on the left.  
 
3. In the Username box, enter a valid RACF ID (PHEAA-assigned user ID).  
 
4. In the Password box, enter a valid password.  
 
5. Click Sign In to login.  
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 The Welcome to AES School Portal page displays. 
 
Users are required to agree to the terms of use each time they sign in.  

 

 
 
1. Click Yes, I Agree to continue.  
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 The Welcome to AES School Portal page redisplays requiring the school user’s security code 
if the user has access to federal data.   
 

 
 
1. Refresh the token device.  
 
2. In the Security Code field, enter the six-digit security code that was generated by the token 

device.  
 

NOTE: Users who have registered a token but do not have it available can request a temporary 
security code. Click I don’t have my Token with me. See user guide WB0120-Web Login 
& Authentication for Partners_User Guide_AES for more information.  

 
3. Click Submit.  
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 The Alec (school portal) home page displays.  
 

 
 
1. From the school portal Home page, click [Send & Receive Files (Sterling File Gateway 

(Beta)] under Reports & Files.  
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 The My File Gateway home page displays.  
 
The File Activity tab displays when My File Gateway is first accessed by the user. The File 
Activity and Reports tabs are used to route files, which a feature that is not currently used in this 
version of My File Gateway.  
 

 
 
2. Click Upload Files to upload file to My File Gateway. Click Download Files to download files 

from My File Gateway. See Upload Files and Download Files for step-by-step instructions.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Web Product Procedure  
  

  My File Gateway for Schools 

July 2014  Confidential/Proprietary Information – PHEAA  IN0393 - 15  
 

Upload Files 
 
Follow the steps in this section to upload files to My File Gateway.  
 

 
 
1. Click the down arrow in the Mailbox Path field and select the mailbox where the file should be 

uploaded. Only mailboxes to which the user has access are available in the drop-down list.  
 
NOTE: ACT 101 files that are processed ad hoc must be placed in the Inbox (/Inbox) where they 
will be pulled for processing manually. All other files must be placed in the root directory (/) in 
order for them to be sent to the mainframe for processing automatically.  
 

2. In the File field, enter the path to the file, or click Browse to browse for the file on the user’s 
local directory.  

 
3. In the Rename File As field, enter a new name, if necessary.  

 
4. Click Send.  
 
 
 
 
 
 
 



Web Product Procedure  
  

  My File Gateway for Schools 

July 2014  Confidential/Proprietary Information – PHEAA  IN0393 - 16  
 

 A dialog box displays with the following message when a file is uploaded to a mailbox that is not 
set up for automatic routing: This mailbox is unmonitored. Files uploaded to this mailbox 
will not be processed. This message displays only when files are uploaded to the Inbox1 mailbox.  
 

NOTE: Files that require automatic routing to PHEAA should be placed in the root mailbox. 
Files that do not require automatic routing should be placed in the Inbox1 mailbox. 

 

 
 
5. Click OK. 
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 A dialog box displays confirming that the file upload was successful.  
 

 
 
6. Click OK. 
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Download Files 
 
Follow the steps in this section to download files from My File Gateway.  
 

 
 
NOTE: Files can be sorted in ascending or descending order by clicking a column heading.  
 

1. If the files do not display, click Refresh to refresh the list of files.  
 
2. Select a file from the list of files. Click to make a selection.  
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 A dialog box displays requesting confirmation to download the file.  
 

 
 
3. Click OK to download the file, or click Cancel to close the dialog box.  
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 The File Download dialog box displays.  
 

 
 
4. Click Save to save the file to the user’s local directory, or click Cancel to close the dialog box.  
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 The user’s local file directory displays. 
 

 
 
5. Select a location to save the file, and click Save. Click Cancel to close the file directory without 

saving the file.  
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 The Download Complete dialog box displays.  
 

 
 
6. Click Open to open the file. Click Open Folder to open the folder in the user’s local file 

directory where the file was saved. Click Cancel to close the Download Complete dialog box.  
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 The file displays when the user clicks Open.  
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