Instructions for File Upload to Lead Care FTP Site

Step 1: Go to: https://leadcare.ncpublichealth.com/
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https://leadcare.ncpublichealth.com/

Step 2: Enter your Username and Password. Click on Login.
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Step 3: Click on Upload
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7 - Addfiles... Drag & drop files and folders here to upload.
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Step 4: You should see this message flash on the screen. Click on Add Files.
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Step 5: Navigate to the appropriate folder (usually called “LeadCare Reports” if created by the LeadCare
software). Select the file that you would like to upload by clicking on its name to make it visible in the “File
Name” box at the bottom of the window. To select multiple files for upload, hold down the Ctrl key while clicking
on the names of the files. For LeadCare Reports, these files should be in .xml| format.

Click Open to upload the file(s).
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Step 6: Click on the Start Uploading link.
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Drag & drop files and folders here to upload.
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Step 7: You should receive a message that the upload was completed.
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Drag & drop files and folders here to upload.
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Click on the white “X” in the top right corner of the “Files to upload” box to close this window.
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Step 8: Check to make sure that your file is listed in the main window.
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Drag & drop files and folders here to upload.
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Step 9: Click Logout when you are finished uploading files.
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Tips for New Users

e After entering your first two or three blood lead test results, upload the results file as a test file into the
LeadCare FTP site. Notify Tena Hand at tena.hand@dhhs.nc.gov after you have uploaded your first file to
the LeadCare FTP site. She will check the file to make sure that it transferred correctly, is in the correct
format, and contains all of the fields required to fulfill state-mandated reporting requirements. Files not
meeting these requirements may need to be re-entered and uploaded again.

e [f you have any questions about file uploads or blood lead test result reporting, please contact
o0 Tena Hand at tena.hand@dhhs.nc.gov or 919-707-5933
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