
MANAGED FILE TRANSFER (MFT)
USER GUIDE
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Go to
https://dpss.mft.lacounty.gov
from your internet browser.

To save the MFT site link.
1. Click the “Star” icon on the right side of 

the address bar
2. Click “Add Bookmark”
3. Update the “Name” field (MFT Login)
4. Click “Done”
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Enter your username and password 
and click “Log In”
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Note: If you receive a security 
message similar to the one shown, 
please proceed to the website by 

clicking the “Go on to the webpage 
(not recommended)” link.
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The MFT homepage will open. 
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Home page features.

1 2
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1. Main folders 
2. Upload/Download status. This section may not update when files have been 

transferred. If no error message is displayed it is safe to assume the file has 
successfully transferred

3. Click here for log out profile options
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MFT PENDING FOLDER FUNCTION

The “Pending” folder function is for all outgoing documents to 
the DPSS Centralized PA 1923 Reverse Referral (RR) Unit . The 
user must double-click and open the folder in order to upload 
documents. 

Note: If a document is dropped on the folder from the “Home” screen it will not be 
successfully transferred to the DPSS Centralized PA 1923 RR Unit .
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Click on the “Pending” folder to 
begin to upload a PA-1923.
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To upload a file, click on the “File 
Upload” icon function.
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The File Explorer window will 
open. 

Select the file and click “Open.”
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The file will instantly transfer to DPSS 
Centralized PA 1923 RR Unit and will 

no longer display on the list.
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MFT PROCESSED FOLDER FUNCTION

The “Processed” folder function is for all incoming 
documents from the DPSS Centralized PA 1923 RR Unit. The 
user must double click and open the folder in order to 
upload documents. 

Note: If a document is dropped on the “Pending or Processed” folder from the 
“Home” screen it will not be successfully transferred to the Centralized Unit.  
User’s must open the folder by clicking on it first.
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To download a completed 
PA-1923 and Notification 
Letter  of Acceptance or 
Rejection that have been 
received from the DPSS 
Centralized PA 1923 RR 

Unit, click on the 
“Processed” folder.
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Click on a file to view and print. 
Documents can be saved and 

should be deleted daily. 
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The processed PA-1923 and 
Notification Letter  of Acceptance 
or Rejection will open.
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To delete files from the 
“Processed” folder, check the box 

next to the file and click on the 
“Delete” icon.
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The Delete confirmation box will 
appear. Click “OK”.
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The files will be deleted from the 
“Processed” folder.
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To log out, click the “Account” icon 
and select “Logout”.
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BEST PRACTICE

 Log-In Information:
 To change your password, click on the “account” icon and follow the steps in the prompt
 To reset the password, on the log-in page click “forgot password” and follow the steps in 

the prompt
 The MFT site will time-out automatically when left idle. Although the application will still 

be open, the user will not be able to send files and the platform will not refresh if new 
files are received. 

 The file name should be in the following format :  TBD

 MFT Maintenance:
 Check the “Processed” folder daily for new documents.
 Always clear the queue to avoid duplicates in the “Processed” folder by:

1. First printing all documents for processing
2. Then selecting all documents that have been processed by clicking on the 

“Delete” icon for removal from queue 
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TO REPORT ISSUES

 If you experience any issues with the MFT site or have questions, 
please use the contact information below.

LaTrice Marion
latricemarion@dpss.lacounty.gov
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