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Step 1. Choosing a Bucket
a. Use link to sign in.
b. Each submitter will have 
one pre-assigned bucket to 
work with.
c. Click the drop down 
with your submitter name.
d. Each submitter will have 
2 folders to choose from. 
Choose the folder with the 
“/ “ for files to upload.



Step 2. Dropping a file

a. Files to be uploaded must have file name in this format. 
“facilityname_yyyymmdd” as shown below.

b. Files will be dragged and dropped into Cloud Drive upload area as shown below.



Step 3. Verify Upload

a. Verify that the file has 
been uploaded by opening 
the “/ “ folder.




