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eMFTS Access Instructions 

 

The purpose of this document is to instruct district and charter Finance/PowerSchool users on how to 

exchange information with NCDPI (NC Department of Public Instruction) using the eMFTS system and 

WinSCP. 

 

Subscribing to eMFTS 

 
NCDPI has expanded its eMFTS system (the process used to view and exchange information between 

NCDPI and PSUs (Public School Units) to include Finance and Home Base. The information is viewed 

and exchanged via WinSCP, an application that allows file transfers between PCs. 

 

Determine your user type and which system you need access to. If you are a PSU (Public School Unit) 

User or Charter Management Company, you will need a Local Government NCID created by your NCID 

Administrator. Do you have a Local Government NCID? If the answer is yes, then continue to step 2 

below. Otherwise, you need to contact your NCID Administrator. If you do not know the NCID 

Administrator, please find using information in Table 1. Charter School Management Company users fall 

into this category as well.  

 

If you have an Individual or Business NCID account, you will receive a warning message stating that 

you will not be able to access eMFTS Registration system. 
 

 

User Type Instructions 

LEA (Local Education 

Agency) users 

https://it.nc.gov/support/ncid/administrators/local-education-agency 

Charter School Users and 

Management Companies 

https://it.nc.gov/ncid-administrators/detail/lea-

admin/Charter_Schools_000 

DPI (Department of Public 

Instruction) Users 

DPI Service Desk (919.716.1840) 

Note: These lists are updated nightly based on changes made to the NCID admins. If the list is not 

current, you can contact the DPI Service Desk at 919.716.1840. 
Table 1: NCID User Types 

For Vendors, you have a different process that does not use an NCID. Vendors should request 

an account by contacting the DPI business unit that handles their application or service. 

 

After you have your NCID, please access the eMFTS APEX File Exchange Service Registration 

Database (EMFTS Registration System) at https://schools.nc.gov/emfts to subscribe and use the 

system. You should see the login screen (Figure 1. eMFTS Registration Login Screen). 

 

https://schools.nc.gov/emfts
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Figure 1: eMFTS Registration Login Screen 
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a) Enter a valid NCID and password, then click LOGIN. 

b) Select the program area (see Figure 2: Select Program Area) that you need access to. Please pay 

special attention here because selecting the incorrect program area will delay access to eMFTS. In 

general, if you need access to financial reports, you will select Finance. Otherwise, you will select 

HomeBase. 
 

 
Figure 2: Select Program Area 

a) You should see a screen like Figure 3: Select User Type. If you selected Finance as the program area, you 

would see Finance instead of HomeBase. 

 

 
Figure 3: Select User Type 

 

c) After selecting your user type, you will be able to select your role. See Figure 4: Select Role. The 

User Role list is based on the program area and the user type. 

 

 
Figure 4: Select Role 

d)  

After selecting a User Role, you will notice most of the User Information (see Figure 5: User 

Information) will be filled in for you. This information is from NCID for your account. Update the form 

for any missing/changed information. Please add the reason you need access to the Note to 

Application Administrator to speed up the approval process. Once finished, click the Subscribe to the 
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eMFTS System button. 

 

 
Figure 5: User Information 

e)  

The screen should display the “successfully submitted message” as seen below: 
 

 
Figure 6: Successfully Submitted 

 
   

The status will show as “Pending” and a notification message will be sent to the subscriber’s email 

stating the request has been received. 

 

Note: You will not be able to transfer any files until your eMFTS account status has been 

updated from PENDING to ACTIVE and approved by DIT (Department of Instructional 

Technology). It may take several days for DPI and DIT to approve and provide access. While 

your eMFTS account is being approved and setup, you can continue to “Downloading the 

WinSCP Application”. 

 

 

Downloading the WinSCP Application 

 

WinSCP is the file transfer application used to transfer information between NCDPI and PSUs. You will 

need to download this app to your PC. 

 

 Note:  eMFTS is compatible with other SFTP clients (e.g., FileZilla, Cyberduck, Transmit). 
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1) Download WinSCP to your PC. 
 

    

    Note: The version may differ during the time of your download. 

 

 
 

  

Navigation: https://winscp.net/eng/download.php 

https://winscp.net/eng/download.php
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2) Install the application on your computer. The recommended settings are suggested. 
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3) Click Finish. The WinSCP icon should appear on your desktop. 

4) Open WinSCP and click on New Site in the left windowpane to create a new site. 
 

              
 

1) To the right, select File Protocol: SFTP 

2) Fill in the Host Name: emfts.schools.nc.gov 

3) Type in Port Number: 2220 
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4) Enter User Name but leave the Password field blank and click SAVE. Note: User Name should be the 

NCID username used when registered.  
 

5) A site with your NCID username should appear in the left windowpane. 

6) Click on Login at the bottom of the app.Note: Login connection will not work if the eMFTS status is 

still Pending or the user account has not been approved by DIT. This may take several days after the 

request is submitted. 

7) Click Yes if you receive the following warning. You may have to click Login again. 

 

8) Click Continue on the Authentication Banner. 

 

     

 

 

 

CAUTION: It is recommended that you do not save your password. 
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9) Enter password. 

 

 

 

10) Once you are logged into WinSCP, you may begin transferring files. The left side 

comprises files that are on your PC. The right side should only include folders that 

you may upload files to and download files from. 
 

 

Note: NCDPI Administrators may see all school folders. Charter school folders will begin with 

“CHR #”. LEA folders will begin with “LEA #”. 
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11) When transferring to NCDPI, make sure the folder you are transferring to is open on the right by 

double clicking the folder. 

a) In the left pane, locate and click on the file you wish to transfer from your PC. 

b) Select Upload on the menu bar to transfer. You may also left click on the file and drag it over to 

the folder on the right. 

c) Once the file is transferred, contact the recipient of your file via email or phone to inform them 

that your file has been transferred. 
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