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Steps for Activating Your Data Rail Account
Step 1: Look for activation email coming from noreply@bcbsnc.com. (Check spam folder if necessary.)
Step 2: Select the “Get Started!” button in the email (see below screenshot).
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You will then be presented with the below login in screen.
 Username is assigned to you in your welcome email.
 You set your Password. It must be a minimum of 10 characters and include a lowercase letter, an
uppercase letter, and either a number or special character.
 You will be asked to reset your password every 90 days. You cannot reuse passwords.
 Your account will be locked after 120 days of inactivity. To have account reactivated, send request to
DG-DataRailSupport@bcbsnc.com.
Note: If you are a Provider, it is recommended you use your Blue E username to register for your new account.
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Navigating Data Rail Home Page
Once you’ve logged in, you should see a home page similar to the below image.

How to Download a File
The Notifications Timeline on left side of your dashboard lists the files most recently shared with you.
Note: All activities will be traced (Download, Share, or Error) through this screen.

To download a file, select the file link (in blue font) you want:
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You can also find datasets (files) that have been shared with you by selecting the dataset icon (2nd icon from
the left located in the upper right hand corner of your screen).

You have the option of having the datasets (files) displayed in a grid view like below or you can switch to a list
view by selecting that option in the upper right hand corner of the Datasets screen.
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How to Upload a File
From Dashboard or the Upload Screen:


Drop a file onto the large blue box OR click the link "click to choose a file".
You can upload any file format if you have been granted permission to share files using this tool.




The data set will appear in the blue box, indicating it is ready to upload.
Press the rectangular Upload button.




If you decide you don't want to upload, select the "Remove File" link beneath the data set icon.
Once the file has uploaded, the Dataset Share screen will display.
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You have the option to add tags (user defined) to make your dataset easier to search among your other files.
Click on save button to save any changes made on this screen.
Select the person(s) you want to share the dataset with by clicking on their name from the list of available
users associated with your DataRail account. When you are ready, select the share button.

Report Notifications
To view a report of all your file transactions, select the 3rd icon from the left on the toolbar located in the
upper right hand of your screen.
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Toolbar Overview
If you are a consumer of data, you will see the below toolbar:
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1. Select the Dashboard Icon to take you to DataRail’s homepage
2. Select the Datasets Icon to take you to a list of your datasets from anywhere in the tool.
3. Select the Report Notifications Icon to view a report of all your file transactions.

If you are a supplier of data, you will see the below toolbar:
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Select the Dashboard Icon to take you to DataRail’s homepage
Select the Upload Icon to go to the Upload Dataset page from anywhere in the tool.
Select the Datasets Icon to take you to a list of your datasets from anywhere in the tool.
Select the Configuration icon to add tags to your data sets.
Select the Report Notifications Icon to view a report of all your file transactions.

For all users, click the Menu Icon (three horizontal bars) to select options from the dropdown menu.

You will be presented with the below screen when you select My Account.
This is where you manage your information.
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The help option will display this user guide.
And the log out option will log you out of the tool and take you back to the sign in page.
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