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Accessing the System 
 

To load a file, log in to your Online Services account and select “File Upload” from the menu on the left: 

 

From here the File Upload screen will open in a new window: 
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To begin select the employer you are working on by choosing them from the drop down menu found 
here: 

 

 

You will now see the name of the employer you are working on in this space: 
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Filtering Files 
 

You can filter the files that you see according to when they were sent (in the “View” drop down): 

 

Or you can enter a specific time period using the “Search From” and “To” section: 
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Once you enter your parameters click “Search”: 

 

 

On the bottom of the screen there are links to our Employer Manual: 

 

And this File Upload Guide: 
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Uploading a File 
 

Important: In order to load a file you must select an organization. If you have not done so you will see 
this and you will not be able to select a type of file: 

 

Use the pull down menu at the top of your screen to ensure you have selected the organization you are 
working on: 
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To send a file you can use the drop down menu to browse and select the type of file you would like to 
load: 

 

Once you have selected the file type* you can click into the entry field to bring up a file explorer box. 
Select the file you would like to upload and click “Open”: 

 

*Note, please see Appendix A for a list of file types supported by the system. 
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Once you have selected a file it will appear in the upload window: 

 

Note: You are only able to upload one file at a time. 

 

Clicking the “Upload” button will send the file and you will be able to see it here: 
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You can also upload a file by “dragging and dropping” it. To do so again, select the file type you would 
like to upload: 

 

 

From your file explorer select the file you would like to upload and click on it once to hold it: 
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Holding down the left hand mouse button, drag your file in to the file upload area and release the 
mouse button: 

 

 

Your file will now appear in the upload box, clicking “Upload” will transmit the file: 
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Once a file is uploaded it can’t be removed. If you do upload a file in error you can enter a note asking 
for it to be disregarded (instructions for adding notes follow): 

 

 
Adding Notes 
 

Clicking on the file enables an “Add Notes” button: 

 

Clicking on it will bring up this box: 
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Enter your note, click save and your note will appear here: 

 

 

 

You can edit your note as well if need be by clicking “Edit Notes”: 
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Exporting Logs 
 

Clicking “Export to PDF” exports a log of your files to a pdf: 

 

 

Clicking “Export to EXCEL” downloads a log of your file to Excel: 
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Uploaded Files 
 

Once a file has been uploaded by OPTrust it will appear with the File ID struck out as follows: 
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Signing Out 
 

To log out once you are done click “Sign out”: 

 

Please remember, for security reasons it is extremely important to sign out once you are done. 

Important note: Signing out of File Upload will NOT sign you out of the OPTrust Secure Portal, you 
must do this separately. 

 

  



OPTrust Secure Portal File Upload Guide, June 2019 18 | P a g e  

Appendix A 
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