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Abstract 
This process is used to assist LEAs and Charter Schools to gain access to WinSCP 



Boarding LEAs and Charter Schools to eMFTS 

Introduction and Purpose 

NCDPI has implemented the eMFTS process to enhance the way LEAs and Charter Schools (CS) 

view and download their UERS/MFR files.  The reports will now be viewed in via WinSCP.   

WinSCP is an application that allow file transfers between PCs and can also be used to transport 

other files as needed.  This document is meant to assist LEA’s and Charter Schools register for 

eMFTS (electronic Managed File Transfer System) and WinSCP, the application used to 

download monthly financial reports. 

To assist you, please read and follow the steps for registration below: 

1. Request NCID if you do not already have one 

2. Complete the Request for DPI Application Access for the users that will need access to 

the application and return to systems_accounting@dpi.nc.gov . 

3. Subscribe to the eMFTS web page using NCID.   

4. Install WinSCP  
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Request NCID 

1. LEAs and Charter Schools Finance Officer or designee will need to obtain an NCID if they 

do not already have one.  Non-LEA and Charters can obtain a NCID account by clicking 

on the link below and following the instructions on the NCID page. 

2. Contact NCID Admin to have NCID set up.  NCID Admins are listed on the NCID website:  

https://ncid.nc.gov  

 

• Click on ‘Register’ in the blue area to find your LEA/CS Admin 

 

 

 

 

https://ncid.nc.gov/
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• Click on Local Government Employee 

 

 

• Click on Local Education Agency DA list 
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• Locate your LEA.  For Charter Schools, click on Charter Schools 000, then find 

your Charter School. 

 

NOTE:  If you have any issues finding your NCID admin or obtaining your NCID, please contact the support center by 

submitting a ticket through Service-Now https://ncgov.service-now.com/ or by calling 919.716-1840 M-F 7am-5pm. 

 

 

 

 

 

 

 

 

 

 

 

https://ncgov.service-now.com/
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3. DPI will use the eMFTS On Board Document for LEAs and Charter Schools for Financial 

Files to verify against the “Request for DPI Application Access” document. This form 

identifies the contact person if DPI has any questions. Please email 

systems_accounting@dpi.nc.gov for questions on the Institution Approving Officer or to 

fill out a new On-Board document.  

mailto:systems_accounting@dpi.nc.gov
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4. Complete the “Request for DPI Application Access” to identify individuals that should 

have access to eMFTS server. This form will always be required before approval to 

eMFTS. 
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5. Subscribe to the eMFTS APEX subscription system.   

      NOTE:  At this point it will take several days for DPI and DIT to 

                                   approve and give you access to the eMFTS server.   

 

• Go To  https://schools.nc.gov/emfts 

• Enter valid NCID and Password.  Click on the Login button  

 

  

 

 

 

 

 

 

 

 

 

 

• Click on Select ‘Finance’ from the Program Area dropdown 

If the users do not subscribe as finance, the finance area will not be able to approve them. 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://schools.nc.gov/emfts
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• Complete the information on the screen shown below. 

o Select your user role (Depending on the role you select; you will see a drop 

down.  Please select the LEA/CS or Vendor/Charter School Management Company 

with which you are associated. If the user submits as a Management Company 

everything will go in a file) 

o Fill in the other requested information: 

▪ First name 

▪ Last Name 

▪ E-Mail address and confirm 

▪ Phone number 

▪ Add a note if needed. 

o Click on                                               once the fields are complete 
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o Log out and wait for approval.  Please allow 1 to 2 business days for your 

subscription to be processed. 

 

o Once approved you will receive an E-Mail letting you know you are approved.  

Below is an example of the approval e-mail. 

Dear ____________, 

 

We have received your request to subscribe to the NC DPI eMFTS APEX File Exchange Service Registration 

Database. 

Program Area: Finance 

A NC DPI eMFTS Business Administrator will have to approve your account.  Once your request has been approved, 

you will be notified via e-mail. 

 

Once notified of approval, it may take Department of Instructional Technology (DIT) up to 3 workdays to add you 

to the transfer service. 

Regards, 
NC DPI eMFTS APEX System Team 
 
 
o Once notified of approval, it may take Department of Instructional Technology (DIT) up to 3 

workdays to add you to the transfer service. 

 

o If you encounter any issues while trying to subscribe or while using the NCDPI eMFTS, 

please contact the support center by submitting a ticket through Service-

Now https://ncgov.service-now.com or by calling 919.716.1840 M-F 7am-5pm. 

 

https://ncgov.service-now.com/

