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Home Page Navigation 
Once you have logged in you will be welcomed to the Home page. You can return to the Home page at any by clicking the 
link at top left.  The Home page contains Navigation links located at left, Search tools at left middle area and Help area at 
left bottom.  The right side of the page is divided into two sections: Browse Files and Folders, and Upload Files Now… 
 

 
 

 

Upload a file to PH Tech 
 Under Upload Files Now…use Select a folder to choose the destination for your file.  i.e. If you are in testing with 

PH Tech you will select the folder To_PHTech\Test, and if you have a production 837 claim file you would select 
X12.   
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Choose Launch the Upload/Download Wizard and follow the instructions. Select Add File to navigate to the desired file, 
choose Next button.  Under Choose Upload Option choose “Upload file individually” and select Next again.  File will begin 
to upload and prompt user when finished. Once the file has finished uploading you will select OK to return to Home page. 
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Results will be display at bottom of Home page under Upload Wizard Transfer Report. Any successful files will be displayed, 
or error messages if there were any to report.  
 
 Success Results example: 

 
 
 
 
Or Error Results example: 

 

 
 
Download a file from PH Tech 

 Under Browse Files and Folders…choose Browse Other Folders and navigate to the deso choose the destination 
for your file.  i.e. If you are in testing with PH Tech you will select the folder To_PHTech\Test, and if you have a 
production 837 claim file you would select X12.  
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 Use either the Go To Folder: drop down menu to view your folder list and select one of the folders; or under 
Folders and Files click through the folders to find the correct folder. 
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 Under Folders and Files check the desired file to mark it for download.  Choose Download and browse to a 
location on your computer or network. Repeat if necessary to download all desired files.   

 
Results for download example. 
 

 
 
 
 
 

Logs 
As a user you can view the logs for your account and view all activity to the folders assigned to your organization/entity. 
Choose Logs link in the top left navigation pane on the Home page. 
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