UPLOAD FILE TO PORTAL:

· File Center

· Upload files

· Upload New file or Multiple files
· Type Title/Description

· Browse for single file; use “add” button for multiple files
· Submit/Upload
RETRIEVE FILE FROM PORTAL:

· Portal Home

· File Center Box
· Download Files

· Click on Folder


· Click on Title

· Download

· Save
· Save As
· Save file on your system
· Logout of Portal
