Tribunal (WSIAT)
Ontario www.wsiat.on.ca

r(ﬁﬂi Workplace Safety and Insurance Appeals
el
TN

WSIAT-E-Share User Instructions

Thank you for using the Workplace Safety and Insurance Appeals Tribunal’s (WSIAT)
E-Share service, hosted by TitanFile™. The information on your E-Share Form is used to
send you electronic file(s). You will be notified of each E-Share transmission by email.
Please note that E-Share communications from the WSIAT will expire after 30 days.

The following instructions show new users how to access and download the electronic
files sent by the WSIAT.

A. Accessing Files from the WSIAT

1. You will receive a notification of each WSIAT E-Share transmission by email with
these details:

a. Sender: WSIAT — TASPAAT E-Share via TitanFile
<notifications@app.titanfile.com>

b. Subject: WSIAT # + first 3 letters of the case name

From: WSIAT — TASPAAT E-Share via TitanFile <notifications@app.titanfile.com>
Cc
Subject: 2021-00000000 FAI

2. To access the file(s) from the WSIAT, click on the green Access Files button in
the email.

Ontario
WSIAT — TASPAAT E-Share
L shared 1 file with you
WSIAT has excluded the message for security reasons

Expiry date: 2021-08-17

Copy and paste link to go directly to*2021-00000000 FAI": hitps:fiwsiat titanfile.comichannelsivl Swe 2/
This message was sentto _

Change which notifications you receive in notification seftings.

© 2021 TitanFile Inc. 400-901 King St. ¥, Toronto, ON, M5V 3H5, Canada

Toll Free: +1-855-315-6012
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B. Connecting to TitanFile

3. The link takes you to a new log-in webpage identified with the WSIAT Logo. Here,
new users, are asked to “Register and get access” to files and messages.

»

TN

Ontario

WSIAT — TASPAAT E-Share

Sent you a message

Register and get access to the following:

= - |

1 File 1 Message 2 People

To access this information, there is no installation or configuration required.
You only need to set a new password and you will have access
Password must be at least 8 characters and must contain letters and numbers

Youemai: [ N

New password
Proceed to Files

Not your account?

4. Inthe New password field, enter your existing password if you already have a
TitanFile profile set up. If you are a new user, enter a password of your choice
containing at least 8-characters or letters and numbers to set up your profile. Please
remember this password because you will need it later in the registration process.

5. Click the green Proceed to Files button to continue.
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6. A pop-up window will appear to verify your email address. It notifies you that a PIN
will be sent to your email. Confirm that your email address is correct, and then click
Send PIN.

m
——r
Onitaric

Verify your email address

This step protects you by confirmmng the ownarshup of your email. No one else can régister
¥ ) L
an account in your name

The PIMN will be sent to da @gmall.com

Send PIN

By logging in you accepl the Terms of Service

Not your account?
Why am | not receiving my email-based verification PIN?

7.  You will receive an email message from TitanFile identifying the PIN:

TitanFile confirmation code i =

@ TitanFile Service o
- o

TitanFile

Doiiar che-Birsd
Your personalred TianFbe emal venficabon PIN & 123456

W it penerated Bhes unigque PIN exduseely for you 1o confem your cameeship of thes
ernal address By enlécing hi code abow, you Can Soambsddhy procsid wilh your
regestration and uniock the full range of features and Benefits. TitanFile has. to offar

I thay Ly dnient Bhal you Gl nob ndsalis Bhes roquaedd, londly desnegand hes omad B s
ol tha] Somacnd My hivve enlensd your mal sddniss nadvwarbently

Bt rogards,
TitanFie Suppon Team
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8. Enter the PIN number into the empty field in TitanFile and click Verify

(green button).
i

Verify your email address

@gmail com

123454

Maiting fe e 2 Pim¥

C. New User Registration

9. You will then be asked to Register and provide a password. Enter the password
used in step 4, and then click Proceed to Files (green button).

fe

Ontario

ws WSIAT Systems

Register and get access to the following:

— - -

1File 1 Message 2 People

w==y Tost
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10. You are then prompted to set up Two-Factor Authentication (2FA) for your profile.
You can receive your 2FA PIN by SMS, Voice, Email, or Authenticator app.

Setup two-factor authentication

SMS

PIN codes will be sent via SMS text
message to your phone.

This account has two-factor authentication
enabled but hasn't been set up yet. To setup
select a delivery device for verification codes.

Why is two-factor authentication important?

Voice

PIN codes will be sent via audio
phone call to your phone.

Email

PIN codes will be sent via email to
your inbox.

Authenticator app

PIN codes will be generated by an
OATH app or device.

Continue

© 06 O

11. Once you setup 2FA and receive your PIN, enter the PIN to access your channel and
select Verify PIN.

Ontario
In order to continue the login process please input

the PIN for verification. PIN will become invalid
after five minutes and will need to be regenerated

The PIN has been sent to xxx-xxx-1487

123456
[J Do not ask again for 14 days
Verify PIN

Enter a recovery code instead

Setup Device

Regenerate PIN
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12. You will then see the channel containing the communication from the WSIAT:

D. Accessing your Active E-Share Channels and Downloading Files

13. When you log on to TitanFile, all active E-Share channels sent to you by the WSIAT
will be visible. Each WSIAT channel is named as the WSIAT # + first 3 letters of the
case name. WSIAT E-Share Channels expire after 30 days.

14. In the Conversation tab of a channel, you will see the file(s) that are attached.

Note: If you do not see the Conversation, Files, History, and Options tabs in the
channel, it may be in a minimized view. Click on the channel to expand it.
An expanded channel will appear as:

Q@ &4 & & 4 B

2021-00000000 FAI (2 memt last activity: Vesterday 12:39 pm |, expires: August 17, 2021 11:59 pnr

.L.L

Conversation | Files = History @ Options

'\.' WSIAT — TASPAAT E-Share
WSIAT added 1 file

L B 00.0000 (NAME Case).pdf (23.58 MB)
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15. In the Files tab, you will see the list of attached files. Click the Download all Files
button to save all files to your computer.

Conversation ‘ Files | History | Options

Home

Search files. . Download all Files

Filename

B 000000 (NAME Case) pdf

16. If you see a date range option, leave it blank to download all files. Click the green
Export button.

Download all files?

If vou would like to limit data to be exported
by start or end date, please set the date
below.

Start date End date

Export Cancel

17. Save the files to the location of your choice on your computer.
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18.

19.

20.

21.

22.

23.

The files will be downloaded to your computer in a zip folder named
<WSIAT # + first 3 letters of case name>.zip

Downloads Fl Qe i}

2021-00000000 FALzip
Cipezn file

no-0000 (MAME Case).pdf
Dpen file

T

Go to the folder on your computer containing the downloaded zip folder and
double-click the folder to unzip and open it.

Open the Read me - Lisez-moi.txt file first for some general information about
E-Share.

Open the other documents in numerical order.
You have now downloaded and opened the information sent to you by the WSIAT.

To log-out of your E-Share profile, click on the small black triangle arrow to the right
of your name on the top right to open the user menu.

LN -

Select Logout

Search channels .. Q l-
Options
Support
1Message = Logout
1 File ,
Francgais
v

500 — 505 University Avenue, Toronto, Ontario M5G 2P2
416-314-8800 | Toll-Free in Ontario 1-888-618-8846 | TTY 711 for Relay Services



24. To return to your E-Share profile after logging out,

a. return to a WSIAT E-Share email and click the green Access Files button; or

b. open a browser and go to https://wsiat.titanfile.com/, and enter your

log-in information.
%,%%

V

Ontario

Log in to your existing TitanFile account

Ermail Address:
Pasgward:

O remember me Forgot paseword?

By logging in you accept the Terms of Service,

| G Laog in |
Or Log In With Google Apps Frangais

Thig service is hostad by TitanFile Ine. on behalf of

Workplace Safety and Insurance Appeals Tribunal.

E. Trouble-Shooting

If you have any questions, please call the WSIAT Call Centre at 416-314-8800 or
1-888-618-8846, or call Relay Services at 711 (TTY), 8:30 a.m. to 5:00 p.m. Monday to
Friday. You may also visit Titan File Support at https://support.titanfile.com/hc/en-us.

November 19, 2025
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