Secure File Transfer Instructions  https://district.ode.state.or.us/home/

Click on Secure File Transfer (See red circle below)
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After the Secure File Transfer Window opens (see web screen shot on next page):
e Go to Who Receives the file?
O Find your specialist in the ODE Email List, click on the name and click the arrow to move to the ODE
Recipient field.
e Go down to Who is Sending the File?
0 field and enter your email address.
e Go to Locate your file to send:
o0 field and browse for your file you want to send.
e Enter a message if you have one.
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e Type in the Image Validation/Send File

e Click Send File.

The attached file will be sent to your Child Nutrition Specialist and you will receive an email from the ODE

Helpdesk stating a secure file was sent.
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Either type the email address in the space provided of sele email's from ODE Email List to ODE Recpients kstbox. If you are typing the emads in, separate each emad address by either commas () o semicolons (i),
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