
 
 

Purpose: 
This document provides instructions with the process to upload files of requested records to Mountain-
Pacific Quality Health.   
 

How To: 
You will receive an email from Mountain-Pacific informing you a folder has been shared with you. If 

you’re not seeing this email in your Inbox, look in your spam, junk, or other email folders.  

Click ‘Open’ 

 

 

 

 

 

 



 
 

 

 

A browser will open and require you to get a verification code. Click ‘Send Code’ 

  

 

 

 

Check for an email from ‘Microsoft Notifications ‘ or ‘SharePoint Online’ and get the Account 

Verification Code, go back to the browser, and enter the code and click ‘Verify’. 



 

  

 

 

A browser window will open to your folder, and you are ready to upload files. The name of the file your 

uploading must be identical to the name provided to you in the SDMI record request email you 

received.  You can copy the file name directly from the email, rename your file and upload.  

The file name must be formatted as MedicaidID-PANum-HCPCS-Patient Name with the dashes.  

      

Examples: 9876543210-0123456789-X4545-Tester, Patience.pdf 

                    9876543210-0123456789-X4545-Tester, Patience.xls 

                    9876543210-0123456789-X4545-Tester, Patience.doc 
 

 

 

  



 
To upload a file, click on ‘Upload’ and select ‘Files’ 

  

Navigate to the folder containing the file, select file and click ‘Open’ 

  



 
 

You will see the file appear in the SharePoint folder.  

  

 

 

Once your file has been uploaded, an automatic process will verify the file name is in the correct format. 

If the name is correct, the file will be removed from the SharePoint folder, and you will receive an email 

notification that Mountain-Pacific has your file was uploaded successfully:  

 

 



If the file name is not in the correct format, the system will remove the file from your folder, and you 

will receive an email notifying you of the file name issue and you will have to upload the file again with 

the correct file name format.  

We hope this is a streamlined process for you to complete the record request. If you encounter 

difficulties with these steps, please contact the Mountain-Pacific call center at 1-800-219-7035. You will 

be notified if more information is needed. We anticipate reviews being completed by June 30, 2023. 




