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Secure Internet File Transfer (SIFT) User Manual

Step 1 – Request an account for SIFT

1. Fill out a Legal Entity Data Extract Form. You can get the form by clicking
on: http://dmh.lacounty.info/ISReport/pdf/Employee_Referral_Form.pdf

2. Fax to CIOB – Data Warehouse and Reporting Unit @ (213) 252-8744.
3. CIOB staff will send an e-mail to the requestor once request is completed.
4. The account expires 1 year from entering on system.

Step 2 – Log In

1. The following information will be in the e-mail sent to you by CIOB staff:
a. Link to the Web Page
b. User ID
c. Password

2. Click on:
https://dmhdowney1.co.la.ca.us/sift/control?view=view/filetransfer/thin/star
t.jsp

3. Log in.
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4. If you get the following message, click on Start Page. If you do not get
this message skip to number 5.

5. Once logged in, you should get the Welcome Screen. If your password is
not working contact: CIOB – Help Desk @ (213) 351-1335.

4. Click
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Step 3 – Download File

1. From your Welcome Page, click on View Files.

1. Click on
View Files
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2. To select your files click on Browse. If the browser looks like the following:

3. Go to the Troubleshoot Section on this manual, Page 10.

2. Click on Browse
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4. If you get the Warning – Security Screen, click Yes. If you do not get this message
skip to number 5.

4. Click
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5. Select the check box next to the folder where you will save your file (Left Screen).
To access a folder on the H drive expand My Computer folder. Make sure you
remember in which folder you saved the file in order to access it.

6. Select the file you want to download (Right Screen).

7. Click Ok.

5. The file will be
saved in the folder

you check

6. Click on the file
you want to
download

7. Click OK

Expand H
Drive
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8. Once selected you should see 1 file selected on your screen.

9. Click on Download, or Execute All Transfers.

8. Files Selected

9. Click Download, or
Execute All Transfers
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10. The Transfer in Progress screen will come up (Be patient, as it might take a few
minutes to transfer).

11. Once completed, close the Transfer in Progress screen. (Make Sure the status is
“Transfer Complete”.)

11. Close Screen
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12. Click History to make sure it was download it correctly

Step 4 – Obtain Your File

1. Open the folder you chose to save your file on step 3, number 4.
2. Double-click the file to open.

12. Click History

Status: Success

Status: Fail
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Troubleshoot Section

If you have a Browser error, your page should look like this:

1. Click on the browse section, or where it says

2. Click on Install ActiveX Control
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2. Click

1. Click

1. Or Click
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3. Click on Install

4. Accept the Licensee Agreement by choosing “I accept the terms in the license
agreement” and click Next.

4. Click

3. Click

4. Choose
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5. Under Set Up Type choose Typical and click Next.

6. Click Finish.

5. Choose

5. Click
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7. Once finished this is how your screen should look. Resume in Step 3, Number 2.

6. Click


