EMIS - CC or CJ Record Upload Process

When preparing the initial & Final Staff EMIS collection, CC and/or CJ records must be uploaded separately into the Data Collector
using the process outlined below.

o Once you have extracted your data, login to SIFWorks VRF Data Collector and select the Data Sources tab on the
far right:

o Select Other Data Sources:

SIFWorks VRF pata Collector

Collection Requests | Collection Status = Submissions = Progress Reports Archives Messages Resources Preferences

Data Sources
SIF Zoves | Gther Data Scurces
SIF Zones

Data Collector gathers data from SIF Zone(s) (and other data sources). The following SIF Zone(s) are defined for data collection

o Under Actions, select Manage:

SIFWorks VRF pata colector

Callection Requests | Collection Status | Submissions

Data Sources
SIF Zones | Othar Data Sources
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Data Collector gathers data from data sources (including SIF Zones). The fallowing non-SIF data source(s) are defined for data collection.
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o Select Upload File:

Manage Files

Use the options below to ma’\es for this data source.
Currently uploaded |

o Choose your file to upload and click the Upload option:

File Upload
Other Data Sources — LACA Files

Use the form below to upload files to the data source.

Data Source Name: LACA Files
Target UNC Location: ACA

File To Upload: | Choose File | No file chosen
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