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Overview

The North Carolina Industrial Commission offers a secure FTP site for law firms, insurance companies,
medical facilities other entities and individuals to upload files for the Commission to view such as
Clincher documents and other correspondence.

This document describes the process for accessing the NCIC FTP site and uploading folders or other
files to the site.

How It Works

When you connect to the NCIC FTP site through your web browser, you will see two folders in the main
window, upload. The upload folder is where your files should be placed. This folder is a secure “drop
box”. Once your files have been dropped onto this folder and uploaded, they are encrypted on the
server and cannot be opened. You can click on the folder and open it so that you can verify that your
folder has been uploaded, but you cannot open, read, or remove the files. Once they have been
submitted they cannot be changed or viewed by anyone outside the Commission.

Submission Format

WE receive files from many agencies, firms, medical offices and individuals. Each item you submit to
the Commission is related to a case with a unique identifier, with is the “IC” number. When uploading
documents or other files to the NCIC FTP site, we ask that you follow these formatting guidelines
outlined below. This allows the Commission personnel to identify and process the information in the
most efficient and accurate method. Please follow these guidelines as closely as possible:

o All files related to a particular case should be submitted in a folder with the IC number as the
folder name.

o Example: If you have four document related to IC# 123456, they should all be placed in a folder
named “123456.” You should NOT add any descriptions to the folder name, such as “IC#
XXXXXX Clinchers for John Doe”. Use only the IC number itself as the folder name.

e Each individual file should contain the IC number and a short description of the contents. This
ensures that in the unlikely event the file was somehow separated from the containing folder, it
would not be lost or misfiled.

Site Access

For Security reasons, Microsoft Internet Explorer Ver. 6 or better is required to access the NCIC FTP
site. To access the site:

1. Open your Internet Explorer web browser.
In the URL address bar, type in: ftp://149.168.254.96 and press {Enter}.
2. The browser will open up to a blank page containing a folder named upload.
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3.

If you are using Internet Explorer 6, you should see the following:

$1 ftp://10.10.254.98/ - Microsoft Internet Explorer ==
I

: File Edit View Favorites Tools Help

@Back - s ,? /._"Search =) Folders | |2 |3 x K, '
: Address

i pub
Syupload

ftp://149,168.254.96/ |V=Go ! Mop=

User: Anonymous ° Internet

NOTE FOR USERS OF INTERNET EXPLORER 7 & 8

A. If you are using Internet Explorer 7.X and above, you may encounter the following screen when you log

on:

(= FTP root at 149.168.254.96 - Windows [ntemet Explorer

&« &ne /14016825406 - |[Biflx]
Fils Edit View Favortes Toois Help x @®convert v PEselect
v Favories | g8 FIP root al 140 158 254 96 -8

% @@ - Page~ Safety~ Tools~ @

FTP root at 149.168.254.96

Towiew this FTP site in Windows Explorer, click Page, and then click Open FTP Site in Windows Explorer.

You have successTully logged in!

Use of this computer system is subject to monitering or review
by government operators and other authorized Industrial
Commission personnel. Umauthorized or improper wse of this
system may result in civil and cimininal penalties.

Use of this system constitutes consent to monitoring by
security personnel. ALl personal or confidential information
during monitoring will remain secure.

NOTE TO USERS OF INTERNET EXPLORER 7:

To see the folders on our FTP site, please go to your
menu bar and click on “Page™, then select

“Open FTP Site in Windows Explorer...”

Detailed instructions in PDF format are available at:
http://wew.1C.NC. GOV/NCTC/pages/NCIC-876338-61_FTP_Site_Access_v1.3.pdf

If you have any questions please contact the
NCIC IT Department at 919-867-2598 or 919-887-2583

B5/23/2667 12:88AM Directory .
B5/23/7667 12:06AH Directory ..
B59/28/2018 89:27AM Directory Upload

@ Internst

i - | #ac

B. If you encounter this screen, follow the instructions to display the page in Windows Explorer.

You should have already prepared your folder containing the information to be uploaded and

named with the IC number.

On your local PC, use the mouse to select the folder to upload. With the mouse, drag the folder
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onto the upload folder in the browser window and release it. The folder should begin uploading
to the NCIC FTP site.

6. There is no automatic notification to NCIC personnel of uploads. Be sure to contact the person
you are sending the files to and notify them that your files have been uploaded. You're done!

Upload Verification

To verify that your file(s) were successfully uploaded, double-click on the upload folder and a new
window will open listing the contents of the upload folder. Additionally, you may double-click on the
folder you just uploaded and another window will open listing the contents of this folder. However, if you
attempt to double-click on any of the files you will receive an error message that “the page could not be
displayed.” If you attempt to drag or copy any of the files or folders to your PC, you will see a dialog box
with an error message that “an error occurred while copying the file.”

If You Upload The Wrong File...

If you accidentally upload the wrong file(s) or you want to update a file you just submitted, you will have
to rename the folder and/or file(s) to a name other than the original before it can be uploaded. For
example, if you have uploaded a folder called “123456” and you wish to resubmit the folder, create a
new folder called “123456 Updated” and then upload it. You should also contact the person you are
working with at the Commission and advise them of the situation. We can then make sure the correct
documents are submitted.

Questions About the Site

If you have any questions or comments relating to the FTP site, you may contact Michael Britt at
michael.britt@ic.nc.gov or calling: (919) 807-2590 between the hours of 8:30am and 4:30pm EST/EDT
Monday through Friday. Immediate problems with the site should be reported by contacting the Office
of Information Technology Service Desk by phone at 919-754-6000 or 800-722-3946 24 hrs. per day.
Any general questions about the NC Industrial Commission should be directed to your Commission
contact or by calling the main number at 919-807-2501.
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