
NIC Forums Training: 

How to use the  
Forum File Vaults 
In this guide, we’ll learn how to use the Forum File Vaults on the NIC Forums site. 

Let’s start off by going to a Forum page.  

In this example, we’re looking at the General discussion forum and on the right side of the list of topics 

table, we can see there’s a block titled “GD File Vault.” It shows the four most recent files that were 

added to the vault. 

If you want to view more files, click on the blue button at the bottom of the block titled, “View more 

files for this forum.” 

 

  



This takes you to the full file vault for this forum. 

At the top of the table, you’ll notice an input field to allow you to filter by file name, a dropdown 

allowing you to choose how many items you see per page of the vault, and the apply button which 

updates the page display. 

Next, in the table, there are four columns: thumbnail, file name, type, and uploaded (date). The last 

three headings can be clicked on to sort the table by that column. Don’t be afraid to click on a header 

to test the feature. By default, the newest uploads are shown first. 

At the bottom of the table is the pagination, which lets you see more files in the vault. 

Three important things to note:  

• While images show a preview of the file they are linked to, documents and other media may 

only show a representative icon instead of a preview of the file. 

• You can click on the File name and that will open your computer’s download window so that 

you can choose where to save the file to your computer 

• At this time, file names may not be very useful. Our team is working on improving these file 

names over time to make them more descriptive of the contents of the files. 

 



How do I upload a file to the file vaults? 
Sometimes, you’re having a really wonderful conversation with other corrections professionals and 

you want to provide a useful resource, file, or image to the conversation. Here’s how to do that: 

To request that a file be uploaded to a file vault, open the User Tools menu and click on the Forum 

File Vault Form link.  

 

This will take you to a page with a 

form on it. Here, you can enter: 

• Your first name, last name 

and suffix 

• Your Email 

• Details about the file 

• And which forum you want 

the file attached to. 

Important note: 

If the file you want to add to a 

vault is only on your computer or is 

on a file-share and you can’t 

provide a link to the file for the NIC 

team to download themselves, 

please indicate this in the Link to 

File field.  

Our team will email you to obtain 

the file from you directly. 

We do not allow users to upload 

files to the forums directly because 

of security reasons. 

Once you submit the form, our 

team will follow up with you as to 

the status of the file. 


