
IMPORTANT NOTICE! 
DHCS has announced plans to change the data submission process.  It will soon not be 
necessary to zip and encrypt your files in the manner below 

 “ITSD will gradually implement a new submission process which will streamline the eligibility 

tape match process and improve turnaround time 
o Vendor/LEA will no longer email request but will be issued a user name and 

password to upload file to DHCS server 
o Vendor/LEA can use their existing software to SFTP file to DHCS server (no cost to 

use DHCS server 
o ITSD will notify vendors/LEAs with further information” 
Monitor the LEA Medi-Cal Billing Option website for updated information,  

 

 
Encrypting, Sending Your Student Data to DHCS 
 

 
 
 
 
 
 
 
 
 
 
 
There are several steps to take in order to send the file to DHCS, 

 Zip the file 

 Encrypt file and create a password 

 Send an email with the encrypted file attached to DHCS 

 Send a second email to DHCS with the encryption password. 
 
  
To zip and encrypt your file you will need software such as Semantics PGP email encryption, or Winzip.. The 
easiest option is to use WinZip and less expensive. 
 
As of 10/22/13 the process for submitting your student database to DHCS is: 
 
To download WinZip, go to http://www.winzip.com/downwz.htm.  You may have to purchase lower cost version 
to be able to encrypt the file.  (Tip: WinZip tries to install some toolbars and antivirus software during 
installation, these are not needed so uncheck the box and charge ahead.) 
 
When using WinZip: 
Find the file that you save from your last step, remember that you saved as a special name that would help you 
find it, and in its own folder.  Put your cursor on the file name and: 
 

a. Right click the name of the file you would like to zip 
b. Select WinZip and Add to Zip File 

 
 

http://www.dhcs.ca.gov/provgovpart/Pages/LEA.aspx
http://www.dhcs.ca.gov/provgovpart/Pages/LEA.aspx
http://www.winzip.com/downwz.htm


 
FOLLOW THE PICTURES BELOW; THEY WILL GUIDE YOU THROUGH THE PROCESS FOR BOTH ZIPPING AND 
ENCRYPTING THE FILE.   

c. First, select “Encrypt added files” Select New to create the zip file.  

 
 

 

 
 
 
 
 
 
A screen will open so you can select the location where you will select the location where you want to 
save the new zip file, name the file and  then click “Create”. 

 
 
 

Here’s the Encrypt option, be sure to check it 
then click New.  AT THE TOP OF THE BOX, yes 
it seems odd that the selection process is from 
bottom to top, small button to large, but yes 
that is how it is done. 
 

Tell WinZip where you want to save the file 

 

Name the file, using a unique name to 
identify you district and date of 
student data file. This will assist you in 
finding it later to attach it to the email. 
 



 
 
 

d. Click Add, a screen will appear and ask for a password (be sure to write it down somewhere )  

                                                                        
           
e. After entering the password, click OK.  Your encrypted zip file is now created.  You can close WinZip. 
f. Close WinZip 
g. Open your email program and start an email to:  Alexandria.carrillo@dhcs.ca.gov  Attach the file and 

send it off, be sure to include your contact information. Do NOT send the password in this email.  
h. Send a second email, to the same address, reference the name of the file that you sent and include the 

password to the previously sent email.   
 
NOTE: There could be turnover in the DHCS staff who are receiving and processing these files.  If you have not received 
the file within 5 days, send a follow-up email of inquiry.  If you do not receive a response in a timely manner, send an 
email to the LEA Medi-Cal Billing Option email box at LEA@dhcs.ca.gov and request the contact information about who 
is currently receiving these files.   
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