INSTRUCTIONS FOR IMPORTING A FILE INTO WORLD SERVICE

1. Make sure you know where the file to be imported is saved directory

2. Log onto World Service

3. From the System menu select Processes then Standard Text File - Import

4. Click on the down arrow button next to File Name

5. Select the appropriate file

6. If the file has an extension other than stf you will need to type this in the File Name on the open file dialog e.g. *.001

7. Select the required file and open it

8. Press the tab key to display the suspense and Error log file names

9. Click the Display Errors check box

10. Click the Preset Values from Look Up Tables check box

11. Click the Run button (on the Tool Bar)

12. You should not get any errors but if you do you can either:

· Cancel - this will stop the import

· OK - this will skip that record

· Ignore - will continue importing but will not display any other errors.

13. Any records that do not import will be written to the Suspense file and the reason for them not importing is written to the Error file.

14. If you do encounter any errors please call the Software for People help line on 01462 441902

