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/2 Default - Windows Internet Explorer

To upload a file to RCM Tulsa — after logging into your portal, clak the icon below that says “Add Files”
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Next, click the icon that says “Browse for files” eesbelow:
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Browse to the location where you file is located;lchn that file and then click “Open” — see below:

You will then see the file you selected show up in tiredew as shown below:



Depending on your screen resolution, you may need td dowh within the window to see the available commands —
next click “Upload” — see below:

While the file is uploading, you will see a status baarging as it progresses — see below:



Once the file is done uploading, the status will changsompleted —see below:

Your file has now been uploaded to RCM Tulsa.



To download a file from RCM Tulsa, double click on the folder “Frd®CM Tulsa” — this is the location where your
RCM representative will place all files being sentdo y see screen below:

Next click on the file you wish to download and then rigiitk on it and say “Download” — see
below:



After clicking on the file, you may notice a securittine at the top of internet explorer, it will appeara blue bar
across the top of the screen — see below:

If you did receive the warning, click on the warning and $é@ownload file” —see below:



The portal will then take you back to the login scrisgradded security, re-enter your login info — see below:

Follow the same steps as before, click on the filewant to download, then right click on the file and Yagwnload” —
see below:



Next, click on “Save” — see below:

You will then need to browse to the desired save locdtiothe file you are downloading — click “Save” onceiyare in
the desired location — see below:



After selecting "Save", the system will save youwe.filOnce it is done downloading, simply click “Close’réturn to the
portal - you will see the screen below:

Your file has now been uploaded.
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