Instructions for Submitting Data to the Oregon SBHC Program Office

As you know, every SBHC System is required to submit its Encounter Data to the Oregon SBHC Program
Office (SBHC SPO) on or before July 15", The Encounter Data must include all encounters for the SBHC
site between July 1°* and June 30" of the previous school year.

For this year’s data submission, the SBHC SPO has created a new way for each SBHC to send its annual
Encounter Data. This new process is intended to provide a more secure transfer of each system’s
electronic data. The following will provide an overview of the resources and process each system must
use to submit its year end data report.

The SBHC SPO has set up Secure File Transfer Protocol (SFTP) electronic folders for each SBHC system to
utilize. The SBHC SPO will provide each SBHC System a unique user ID and password. Please call Loretta
Jenkins at 971-673-0246 to get your assigned ID and password.

Before the SBHC System can utilize its SFTP, it must download specific publicly available software and
perform an initial set-up. This process will be used to submit the year-end data reports that are due by
July 15",

Please see the below step-by-step directions to set-up access to your SFTP folder.



TYPE the following into your Internet address bar:

http://filezilla-project.org/

Now, you will see this Internet site open:
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http://filezilla-project.org/

CLICK on “Download FileZilla Client”.

Now, you will see this internet page:
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At the top of the internet page (under the bullet that says Windows),
CLICK on “FileZilla_3.5.0_win32-setup.exe
You will see this internet page (FileZilla will begin to download onto your computer).

(If you see a bar flashing at the top of the page that says: “To help protect your security...” CLICK on the
bar and select “Download File”.)
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Now, you will see this internet page:

CLICK on “Run”.
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Now, you will see this page as the software begins to download onto your computer:
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Now, you will see this page:

CLICK on “I Agree”
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Now, you will see this page:

CLICK on “Next”
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Now, you will see this internet page:

CLICK on “Next”
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Now, you will see this internet page:

CLICK on “Next”
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Setup will install FileZilla Client 3.4.0 in the following folder, To install in a different folder, dick
Browse and select another folder. Click MNext to continue.
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Now, you will see this internet page:

CLICK on “Install”
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CLICK on “Next”

You will see this internet page:
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Now, you will see this internet page:

CLICK on “Finish”
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Now, you will see this internet page:

CLICK on “OK”
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Now, you are going to set-up your log-in ID.
CLICK on “File” at the top of the window and SELECT “Site Manager”

A small window will pop-up titled “Site Manager”:
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CLICK on the “New Site” Button

CLICK on “New Site” and rename it StateData

In the Box named “Host” TYPE in 159.121.138.150

In the drop down menu named “Protocol”, SELECT “SFTP — SSH File Transfer Protocol”
In the drop down menu named “Logon Type”, SELECT “Normal”
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In the “User” Box, TYPE your assigned user ID (Call the State Program Office for your ID — Loretta

Jenkins 971-673-0246).

7. Inthe Box named “Password” TYPE your assigned password (Call the State Program Office for
your password — Loretta Jenkins 971-673-0246).

8. CLICK on the “Connect” button.

Once you’ve clicked on Connect, text will quickly appear in the upper part of the window. The last line
should say: “Status: Directory listing successful”.

Now, you need to locate where you have saved your Encounter Data Report file on your computer so
you can load it onto the SFTP site.

On the left side of the FileZilla screen you will see “Local site:” and under it are the different folders on
your computer. Click on the folder where your data report file is saved. Using your mouse button, RIGHT
CLICK on the data file and SELECT “Upload”. The file should appear on the right side of the FileZilla
screen.

Once your file appears on the right side of the screen, you are finished!

PLEASE be sure to send an email to SBHC.PROGRAM®@STATE.OR.US letting us know you have loaded the
file to the SFTP site.
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