
  
OSRHE Secure Access File Exchange (O-SAFE) Instructions 

 
These instructions are written based on Microsoft Internet Explorer.  If you use another 
Internet browser, the process may differ somewhat from the description below.  
 
Download Files: 
 

1. Access the O-SAFE Web Page from your Internet browser at the URL listed below: 
 

https://www.okhighered.org/filetransfer 
 

2. Login using your assigned userid and password.   

3. Select the appropriate program from the “Program” dropdown list. 

4. Files available to download are listed in the “Download” list box. 

5. In the Download list box, click on the name of the file you wish to download. 

 

 
 

 

6. Click the Download button which will open the “File Download” dialog box. 

7. If you wish to open the file for viewing only, click the Open button in the dialog box.  
Caution:  We recommend that you use the Save option if you plan to keep the file for 
reference or updates. 
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8. To save the file to your computer before opening it, click the Save button in the dialog 
box. Continue the process of saving the file to your preferred location on your computer. 

9. If you choose the Save option, once the download is complete, and the file is saved to 
your computer, you can: 

1. Click Open or Open Folder to view or begin updating the saved file 

2. Click Close to close the dialog box 

10. Once you have successfully saved the file to your computer, please delete the file name 
from the “Download” list box. Click on the file name to select it and then click on the 
Delete button.   

NOTE:  Please be sure to delete obsolete files to help maintain the file directory system.  

11. Click the Logout button to log out of the application. 

 
 
Upload Files: 
 

1. Access the File Transfer Web Page from your Internet browser at the URL listed below: 
 

https://www.okhighered.org/filetransfer 
 

2. Login using your assigned userid and password.   

3. Select the appropriate program from the “Program” dropdown list. 

4. Click the Browse button to select the file to be uploaded.   

5. Click Open or OK once you have selected the file.  The name of your file will now appear 
in the Upload box. 

6. Click the Upload button to upload a file. NOTE: maximum file size may not exceed    

      100 MB. 
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7. A message box will appear following a successful upload of the file. 

 

 
 

 
8. Click the Logout button to log out of the File Transfer Web Page. 

 
 
 

Contact Us: 
 

 
OTAG:   OHLAP :    Academic Scholars: 
In OKC:    405-225-9456 Carol Alexander   LaTreece Langston 
Toll Free:  877-662-6231 In OKC:      405-225-9160  In OKC:   405-225-9131 
Email:   reports@otag.org Email:  calexander@osrhe.edu  Email:  allangston@osrhe.edu 
 
No Child Left Behind: Lynn Dennis    Legal   
Saeed Sarani   In OKC:       405-225-9152  Karla Rodriguez-OGSLP 
In OKC:  405-225-9192  Toll Free:  1-800-858-1840   In OKC:  405-225-9269 
Email:  ssarani@osrhe.edu Email:  ldennis@osrhe.edu  Email:  krodriguez@osrhe.edu  
 
TEAS/Remedial  SLMA-Liaison   DHS/TANF   
Michael Yeager   Tarnya Brooks    Kathy Quinn 
In OKC:  405-225-9164  In OKC:  405-234-4462   In OKC:  405-225-9171  
Email:  myeager@osrhe.edu Email:  tbrooks@ogslp.org  Email:  kquinn@osrhe.edu 
 
Default/Prevention   Recoveries    Accounting 
Wayne Sparks   Christie Lee    Lula Rider 
In OKC:  405-234-4358  In OKC:  405-234-4219   In OKC:  405-234-4237 
Email:  wsparks@ogslp.org Email:  clee@ogslp.org   Email:  lrider@ogslp.org 
 
Claims 
Rick Sykora 
In OKC:  405-234-4311 
Email:  rsykora@ogslp.org 
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