
Secure FTP Process & Instructions (Attachment C)    
 

Firewall Requirements: 

Open ports 50,000 to 50,099 with permissions for MOFTP.MO.GOV.  The school district will 
eventually want to remove permissions for TSFTP01.OA.MISSOURI.GOV for these ports. 

User ID Information: 

The districts will be assigned a User ID by MHD.  The user id will link the school district to a 
specific folder containing only their district’s information.  The district will not have access to 
any other district’s information.  ITSD will send an e-mail to each district, informing them of 
their unique user id. 

Password Information: 

The school district’s initial password will be set to DSSFTP1.  They must sign onto the 
following web site https://moftp.mo.gov using your SS customer id and DSSFTP1 password and 
change your password.  The new password must be a minimum of 7 characters with 1 being 
numeric.  Once the district has changed its password, it is set not to expire.  The password is case 
sensitive. 

Email Requirement:   

ITSD will be sending the district an email notification when a file is put up on the server for 
them.  ITSD will need to know to what email address the notification should be sent.  ITSD can 
only send a notice to one address per customer.  The district should submit its email address to 
DSS.ITSD.RSSecurity@dss.mo.gov and include their FTP ID (provided by MHD) in the subject 
line or body of the email.   

Steps for Converting Excel Spreadsheet to an Uploadable File 
 

1. Open spreadsheet in Excel 
2. Highlight all the data in the spreadsheet. This is most easily done by clicking on the small 

box in the upper left corner of the spreadsheet, above row 1 and to the left of column A. 
Please ensure that you remove any headers. 

3. Select Format, Cells, and then click the Font tab. 
4. Font: select Courier New. 
5. Font style: select Regular. 
6. Font size: select 8. 
7. Click OK to close the dialog box. 
8. Change the individual column widths to match the required lengths.  Do this one of two 

ways: 
a. Place the cursor in the column to be changed by clicking on any cell in the 

column.  Select Format, Column, Width, type in the width for the column, and 
then click OK.   

https://moftp.mo.gov/
mailto:DSS.ITSD.RSSecurity@dss.mo.gov


b. Drag the boundary on the right side of the column heading until the column is the 
width you want. 

9. Select File, Save As. 
10. Choose the location where you want to save the file. 
11. Save as type: select Formatted Text (Space delimited) (*.prn) 
12. File name: enter the file name. 
13. Click Save. 
14. Rename the file by highlighting the file name and right clicking the mouse and select 

Rename or select File on the top left of the screen and then select Rename. Rename the 
file DSSISDT.$0522.PP000.EL300.SDAC0001  and making sure the last four digits are 
the school district number. After renaming, save the file as is without any extensions like 
prn, doc, xls, etc. 

15. After renaming file proceed putting the file on the MOFTP server. 
      

Please make sure the columns are formatted to the following widths: 
 

• School district number should be 4 bytes 
• Date of birth should be 7 bytes (Julian Date) 
• SSN should be 9 bytes 
• Last name should be 20 bytes 
• First name should be 20 bytes 
• Starting quarter date should be 7 bytes (Julian Date) 
• Ending quarter date should be 7 bytes (Julian Date) 

Download/Upload files: 

There are two options for the district in order to perform the downloads/uploads. 

The district can sign onto https://moftp.mo.gov to download/upload files which are an easy point 
and click option.  The district will receive an email notice when ITSD places a file up on the 
server for the district and the email will contain a link for you to click on.     

The district can also continue using the same process as in previous years.  This would also 
include AMEREN.  If a user continues using this option, they will need to make the following 
changes when issuing commands: 

Change ftps –a –e:on TSFTP01.OA.MISSOURI.GOV to ftps –a –e:on MOFTP.MO.GOV 

The User ID will now have an SS in front of it 

The district’s password is case sensitive and must be changed before the district FTP a file and 
then it's set not to expire 

Command examples: 

GET serverfilename whereyouwanttoputfile      

example:  GET  DSSISDT.$0726.FILE  c:\testfile.txt 

https://moftp.mo.gov/


PUT yourfilename serverfilename 

Example:  PUT c:\testfile.txt DSSISDT.$0726.RETURN.FILE 

QUIT command when finished 

 

NOTE:  ITSD-DSS staff will notify the district of the file name(s) they are putting on the server 
and what they want the district to name the file they are returning if the district is returning a file.  
There are not currently any plans to change file names.   
 


