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Accessing the new Files Management Center

Click on the “Files” Tab, and access
the new “Files Management Center”
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Accessing the new Files Management Center

Arrive at the “Uploaded files” page -
default view
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Navigation of the Uploaded Files page

File Management Center

1.

Default view will show the

Uploaded files

port PDFE o Print
G Export POF ¢ Print

Downloaded files

Uploaded files tab opened

Click on “browse for files” to <= = =~

Drag and drop your

(7 upload

files anywhere, or browse for files

search files on your local /-
/

drive OR drag and drop file ~ ,” ,
anywhere on the browser 7/

page / /
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various File Statuses /
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To search for certain files, usé
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click on Show additional
filters
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File details
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Navigation of the Downloaded Files page

1.

Click on “Create new
download file” to Create a
new download file
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View and manage payment files
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Click on “Download” button
to download previous
download request

You may filter previously
downloaded files by file name



Uploading a File

1. To upload a file, either drag File Management Center
and drop your flle anywhere View and manage payment files @3 Export PDF =5 Print
on the browser page, or click

Uploaded fil Downloaded files
on browse for files e
2. Select the Payment type and Upload
file format, as well as the
Approval option (By
transaction or By File — lehare L]
controlled according to user’s S
accesses) v
) Payment type and file format Approval option Amend payment date Confidential file
3. Click on Confirm upload to .- DOMMMYY 8 | 1 Tecttie
upload the file AL >
Bulk Payment >
Bulk Payment DBS > cancel
Bulk Collection >
Bulk Collection DBS >
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Viewing a File

1. If a user does not have the
necessary entitlement
pertaining to the file, user will
not be able view or delete the
file/entry

2. To access this page, on the
main upload page, click on
the file name to View File

3. If you click on each reference,
it will lead you to the
corresponding view page:

View Bulk Payment
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End
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