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This State Programs Policy, Reference Guideline provides the step-by-step instructions 
for transferring inspection and/or crash records from a State MCSAP office to an 
FMCSA division office. 
 
We have received requests from some FMCSA division offices to provide: instructions 
on obtaining State: MCSAP inspections and crash reports in Safetynet. This policy is not 
intended to be: a mandatory process for the FMCSA divisions or State MCSAP offices.  
Only those FMCSA division offices wishing to view State MCSAP inspections and crash 
reports for internal purposes should use this process. 
 
Please provide this new policy to your State MCSAP agencies immediately. Any 
questions on the instructions should be directed to the Field Systems Team at (202) 366-
4023. 
 
 
Attachment 



Transferring Inspection and/or Crash Records 
from a 

State MCSAP Office to an FMCSA Division Office 
 

State Procedures 
1. Create a query in SAFETYNET 2000 using the “Export Date” column.  The 

absence of a value in this column indicates the record has not been exported.  
Also include the parameters Upload Required <> Yes and Upload Pending 
Confirmation <> Yes.  This ensures that only uploaded and confirmed records 
are being exported. 
 

 
Note:  The first time records are exported, the result will be a large volume of 
records.  The query can be further limited to a date range to get to a more 
manageable dataset.  (e.g.: Inspection Date >= 10/01/2001). 
 
Optionally, a second query may be created to capture records that have been 
modified since a previous export.  Use the parameters from above, changing 
“Export Date is blank” to “Export Date is not blank” and add the parameter Last 
Transaction Date > ___ / ___ / ____ .  The user will need to complete the date 
manually using the date of the last export. 

 



2. With the resulting record set, begin the export process by choosing “Export” from 
the “Database” menu. 
 

 
 

3. The user is now prompted to select which records from the current query will be 
exported… 
 

 
 
and should select “All Queried Records”.   Click “Continue” 



 
4. Select “Export via SAFER Data Mailbox” and click “Continue” 

 

 
 

 
5. Select the Office to receive the data.  This grid can be sorted by Office ID 

(default), Office Type (FMCSA Division, MCSAP State, etc.), State abbreviation, 
or Office Name.  Multiple offices can be selected.  In the example shown below, 
Vermont State is sending the data to the Vermont Division.  Click “Continue”. 
 

 
 
 



6. A status dialog will appear showing the progress of the export creation. 
 

7. When export is complete, the user is prompted to view the activity log.  We 
recommend doing this each time to verify there were no errors. 
 

 
 

8. The export is now in the SAFETYNET 2000 Communications Outbox and can be 
sent using regular communications procedures.  Click the “Upload Mail” button. 
Note:  No confirmation report will be sent for this transaction. 
 

 
 



FMCSA Division Procedures 
1. Before a Division office can import data from a State office, the Division must 

 
(a) Add an Office Definition in the SAFETYNET configuration that represents the 
state MCSAP office, 
 
(b) create a user that is configured as belonging to that office, and 
 
(c) log in to SAFETYNET using the newly created User ID 
 

a. Office Definition 
i. Select “General” from the SAFETYNET Configuration Menu. 

ii. On the Office Setup tab, click the “Add” button 
 

 
 

 



iii. In the Office ID field, click the ellipsis button […] and select the 
desired state agency from the list.  All necessary fields except the 
Time Zone will be populated for you.  Select the appropriate Time 
Zone from the drop-down list. Click “Save” then “Close” 
 

 
 
 

 



b. User Setup 
i. Switch to the “User Setup” tab and click the “Add” button. 

 

 
 

ii. Input a User ID in the appropriate field.  We recommend using the 
state abbreviation, followed by the word “State”.  (see above)  
Complete the user definition with a password, first name, and last 
name.  Select the “Administrator” group from the list, then select the 
Office you defined in the previous step.  Click “Save” and “Close” 
 

 
 

iii. Logout from SAFETYNET and Login as the user just created. 



2. The data transfer from the state will be received in the Division’s SAFER Mailbox 
and will be downloaded during the next communications session.  The file will be 
in the Division’s SAFETYNET Communications Inbox as shown below. 
 

 
 

3. Tag the entry in the Inbox, then click the “Import Files” button in the upper left 
corner.   
Note: You must be logged in as the State office user ID created for this 
purpose or the import will fail! 
 

4. A progress dialog will appear showing the status of the import then the user will be 
prompted to view the activity log.  We recommend doing this each time to verify 
there were no errors. 
 



5. All inspections (or crashes) will appear in the grid. 
 

 
 

6. Logout of SAFETYNET and login again under your own user ID. 
 
 
NOTE:  It is important that once the data import is complete the user discontinues use of 
the state admin user ID.  State inspection and crash records should not be modified by 
the FMCSA Division office.  If an error is suspected, contact the state MCSAP office to 
make the correction.  The state office will re-upload the record(s) to MCMIS, then re-
export the record(s) to the Division office. 
 
 


