How to load a file to EMSTARS-CDX

1) Go to Tab —Records Exchange
2) Click on “+Upload File”

Home Records Exchange Requests Reports Notifications Administration

History Non-Processed Files State Exports

History ~

+ Upload File

From: N To: Department: Acceptance Rate: File Name: File Type

Jan v 2017 v Mar v 2017 v All 4 v v All

140457 enfries.

Date User Department File File Size File Type Total New Resubmitte
Records

Upload File

File:

Description:

Cancel Upload

3) File: Click on Browse and find the file to upload
4) Description: Type in your agency name or license number
5) Click Upload



6) Done



