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Instructions for Using Labkey 

Georgia Center for Cancer Statistics (GCCS) 

Log in to the LabKey system from the GCCS website Home Page at http://web1.sph.emory.edu/GCCS/cms/index.html  

Click on Cancer Reporting and Select Data Submissions, Facility Information or Application Downloads. 

 

Please note: The labkey system does not generate any email receipts when files are uploaded. You will see your file listed in 

the folder when it is successfully uploaded.  

 

http://web1.sph.emory.edu/GCCS/cms/index.html
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Log in with your email and password. 

 

You will need to agree to the terms of use each time you log in. 
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Once you log in you will see this screen. 
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Select the Facility Data – Uploads and Downloads link under the Main Menu to upload your monthly data 

submissions. 

 

You can also select the Facility Data menu item from the menu bar to upload your monthly data 

submissions  
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Select the facility for your data upload. You can sort the list by facility number or by facility name by 

selecting the appropriate button. 

 

 

 



 

Page 6  
 

 

Once you select your facility, you will see a list of folders  To upload data, select the appropriate folder.  

For facilities submitting data files select the Monthly Submission Data Upload folder 

For those submitting for Small Facilities or path reports, Select the sFTP_SmallFac_Lab folder. 

 



 

Page 7  
 

 

To upload a file use the Upload files icon from the menu bar.  

 

Once you select the Upload Files icon, an option to browse and find the file to upload will be displayed.  
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Once you have navigated to the location of your file and selected it, a description box will appear. You can 

enter text to identify what type of file you are uploading.  

 

Once you click on the upload button you will see the file appear in the listing below. You will not receive any 

email receipts that the file has been uploaded.  

This is an important feature that is not available in the Labkey system. 
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Use the check box to toggle selection of file on or off if you need to delete or download file.  

When the box is checked, the other menu items are available to be selected. 
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Do not click on the link that is shown at the bottom of the Manage Files screen and shown below as it will take you to a folder 

system where you may not be able to navigate back to your manage files location. You will need to log out and log back in.  
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If you are uploading a file that was previously uploaded with the same name you will receive the following 

message  

 

You can select ‘Yes’ to overwrite it or rename the file you are uploading and include a description – ie. 

resending data file, original not in correct format 
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FACILITY INFORMATION menu item – for updating your facility contacts, updating your facility name and 

for adding new users to access your facility uploads pages 

Select Facility Information from the menu bar and select Facility Information  
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Once selected you will update the form below 

 

  To add new staff – complete fields in the box above then click ‘Add Contact’  - Contact added box will 

appear and a set of other dialog boxes as seen below.  
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Once you add a contact it will appear in the box listing below 

 

You can delete the listed contact by selecting it from the listing and clicking delete contact.  
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For the Facility Information Name change, Select the Facility Name Change under the Facility Information 

menu item. 
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You will update the form below 

 

Enter in the new facility name and click on Send request. You will see the dialog box below. 
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The menu items available on the menu bar when viewing a folder are explained below. You can also hover 

on the icon and an explanation will be displayed. 

 

  Show or hide the folder tree 

 

  Navigate to parent 

 

   Refresh 

 

 Create a new folder on the server  

 

  Download selected file(s)  

 

Delete selected file(s) 

 

Rename selected file 

 

 Edit description of file 

 

 Upload files to current folder 
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When you download files from any of the folders, the downloaded file will be saved to wherever you have 

chosen to save files from your browser. Most often this will be in your downloads folder under your user id. 

 

 

 

 

Notes regarding uploading data submissions 

Please adhere to the naming conventions that have been established for monthly submission files, for 

example, a September 2019 monthly data submission for reporting facility 380000 will be labeled as 

380000SEP19_1HOS.txt  

You no longer need to encrypt files when uploading data to the Labkey system, however, if you choose to 

email us your submissions, they should always be encrypted.  

Please be sure you are uploading your monthly submissions only to the Monthly Submission Data Upload 

folder. 

 


