[bookmark: _GoBack]1. Create a folder named Name of Sponsor_AR documents.
2. Put ALL requested filed into the folder.
[image: ]3. To zip the folder so that you can send it through Secure file transfer, do the following:
a. Right click on the folder
b. Select Send to and then select Compressed (zipped) folder
c. Once you have done this, you will see a folder of the same name with a zipper.       [image: Image result for compressed file icon]
d. This is the file that you will select when you Secure file transfer your information to ode.schoolnutrition@state.or.us 
4. Secure File Transfer Instructions     
e. Navigate to Secure File Transfer webpage: https://district.ode.state.or.us/home/
f. Click on Secure File Transfer from menu in right column
g. After the Secure File Transfer Window opens:
i. Go to Who Receives the file? Find the ode.schoolnutrition mailbox in the ODE Email List, click on the name and click the arrow to move to the ODE Recipient field.
ii. Go down to Who is Sending the File? field and enter your email address.
iii. Go to Locate your file to send: field and browse for the file you want to send
iv. Enter a message if you have one
v. Type in the Image Validation/Send File
vi. Click Send File again
The attached file will be sent to the School Nutrition mailbox and you will receive an email from the ODE Helpdesk stating a secure file was sent.
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