CONNECTING TO THE 
DEPT OF MENTAL HEALTH’S SECURE FTP SITE
You have two options to connect to the Dept. of Mental Health’s secure FTP site.  
OPTION 1:  Connect to the DMH File Transfer secure web site through the DMH portal.

We have a link on our portal home page (https://portal.dmh.mo.gov).  Log in then under Apps-Docs-Videos click the link called DMH File Transfer.  This link will prompt you to provide your DMH\userid and password then will take you to our Secure FTP site which is the location for downloading reports or uploading electronic billing files.   You do not need any additional software on your computer to connect.  
NOTE:  There are some differences in using this method for uploading files.  You may only upload one file at a time through this site, whereas with Option 2 using FTP Voyager, you can upload many files at one time.    
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Using File Transfer via the DMH Portal

Navigation

When signing onto the File Transfer website you would normally just see the DMHFTP folder. You can click on the DMHFTP folder to view a list of numeric folders. Scroll down to your provider folder number and click on it and continue to click on folders to drill down to the folder you are wanting. To go back you can click the ‘Go Up’ button to go to the previous folder level or you can click the ‘Go Home’ button to return all the way back to the beginning, which is to the DMHFTP folder.  

Sorting

Often the files are not listed in any particular order and the column headers are blank. If you don’t see any column headers you can usually move your mouse towards the first white box on the left hand side of the screen at the top of the columns. The headers will usually appear and then you are able to sort the columns by Name, Size or Date Modified.

Uploading

If you wish to upload a file, please navigate to the correct folder such as /CimorProd/In/5010_837/ and then click the ‘Upload’ button. You can then click the Browse button to navigate and select the file to be uploaded. Once the file is selected, click the Upload button. 
**Only one file can be selected and uploaded at a time. Repeat for each additional file to be uploaded. 

Downloading

To download files from the FTP site, navigate to the location of the files and click on the file you want to download. With the contents of the file open in your browser, you can then select File, Save as… from the Internet Explorer menu bar. You can then save the file to any location on your local network. The file will be saved with the same file name and format that you see on the FTP site. Just like with uploading, only one file can be downloaded at a time. After you save your file, you can click the back arrow in Internet Explorer to go back to the list of files. 

OPTION 2 – Connect using a secure FTP Client.

NOTE:  At this time, the only FTP client that will be supported by DMH is 
FTP Voyager Secure and it is available from http://www.ftpvoyager.com.
These instructions assume that FTP Voyager Secure has already been installed on the workstation.   As long as you have accepted all of the default settings during the installation, you will be able to connect to DMH.  During the install, please note these two things:

1. DO NOT put a checkmark in “Simple Mode”.

2. Leave the checkmark in place for PASV mode.
If you change the above settings, you will have to remove and reinstall the software.

Instructions to connect to DMH’s secure FTP site:
1. Do not connect to DMH through VPN or dial-up.  You only need access to the internet and FTP Voyager Secure installed in order to proceed.

2. Configure FTP Voyager Secure as follows:
a. Click on Connect if you do not see the FTP Site Profile Manager box.

b. In the FTP Site Profile Manager, click create a new site to create a connection with name:   DMH.

c. In FTP Site box, enter:  ftp.dmh.mo.gov
d. The Default Directory box should be blank for now.   Later, when you know what folder you will be connecting to each time, you can enter it into this field.
e. Unclick the Anonymous Login check box.  Under User ID, enter your DMH account:  dmh\yourusername
f. Under Password, enter the password for the above account.

g. Click on the Advanced button.

h. Under Category list, highlight Security.

i. In the drop-down box for Connect Using, select SSL Implicit Encryption.  The port number will change to 990.

j. Click OK to save your changes.

3. Click the Connect button when you are ready to access the FTP site.  The first time you connect, you will get a certificate acceptance message.  Click OK or YES to accept.
4. Once you have connected successfully, you should see the FTP site folders under ftp.dmh.mo.gov in the upper left pane.   The folder name that you have access to should have been provided to you by DMH.   (See note below***)
a. The upper left and right panes are “Remote” panes and show you contents of the connected FTP site.  

b. The middle left and right panes are “Local” panes and show you the contents of your C:\ drive.

c. The lower left and right panes are the “Status” panes and show you the Locate and open the folder that you are dropping files to or downloading from in the “remote” left pane.   
5. To upload or download a file, you can using Drag and Drop as follows:
a. To upload a file:  In a Local pane, select the items you want to upload.  These items can be any combination of files or folders, single items, or multiple items.  Click on one of the selected items and drag to a Remote pane.   Release the button.  FTP Voyager then begins uploading the items to the FTP site.

b. To download a file.  In a Remote pane, select the items you want to upload.  These items can be any combination of files or folders, single items, or multiple items.  Click on one of the selected items and drag to a Local pane.   Release the button.  FTP Voyager then begins downloading the items to your local folder.
6. Be sure to disconnect before exiting by clicking on the Red stop button.

***NOTE:   You may see some or all of the following subfolders under your organization’s individual folder:

CimorProd:  Used for batching electronically to Cimor.

COSIG

GAIN

Reports:  Contains OHCDS reports and other reports.
TECHNICAL SUPPORT

If there are any problems with the previous steps, contact the Dept. of Mental Health’s Customer Support Center at 888-601-4779.

NOTE:  If you are getting access denied errors, or failed login errors, you may not have permission to your folder.   You will need to submit a Security Access form if you have not done so already.

