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R3-06-GR How to Upload FRA and FMP files on the GR
Portal

Objective

This SOP outlines the steps for a GR to upload their Fraud Management Plan and Fraud
Risk Assessment files onto the portal.

Key Steps

1. Log into the GR Portal 0:00
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e Access the GR portal using your credentials.
e Ensure you are logged in as the appropriate user.

2. Navigate to the Fraud and Error Tab 0:13
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e On the home page, locate the 'Fraud and Error' dropdown section via the ‘Fraud &
Risks’ tab at the top.

3. Select the File to Upload 0:33
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e On the right-hand side, find the buttons for uploading the Fraud Management Plan
and Fraud Risk Assessment.
e Click on the button corresponding to the file you wish to upload.

4. Upload the File 0:52
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e After clicking the button, a screen will appear with a pre-populated file subcategory.
e Click the upload button to select the file from your desktop.
e Wait for the file to upload completely.

5. Complete the Upload Process 1:07
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e Once the file is uploaded, click 'Next'.
e Finally, click 'Finish' to complete the upload process.

6. Repeat for Fraud Risk Assessment 1:07
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e Return to the Fraud and Error tab to upload the Fraud Risk Assessment using the
same steps.

Cautionary Notes

e Ensure that the files you are uploading are in the correct format and meet any
specified size limits. Note: The Salesforce limit for file uploads is 2GB.

e Double-check that you are uploading the correct documents to avoid errors. You can
delete any file uploaded in error by simply clicking the X next to the file. If you have
deleted a file by accident you will need to upload the file again by the same process.
If you're still having trouble deleting the file, please contact your DSM or raise a
Record Change Request via Support, and include the details (file name/ date and
approx time of upload) of the file to be deleted.

Tips for Efficiency

e Prepare your files in advance and ensure they are easily accessible on your desktop.
e Familiarise yourself with the portal layout to navigate quickly.
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