DOWNLOAD 304 REPORTS








These reports are available to download after the 10th working day of the month.








Click on the FTP icon.





Change the Profile name to 304 Report.





Click on OK.








Each file is located in a separate directory.  User will have to open and close each directory to pull forward each file.  The Remote system side of the FTP screen should read /home/dao/dao1.  A list of the directories and files are as follows:





	TBO (34077) = TB34077.TXT and TR34077.TXT


	IF (34077) = IF34077.TXT


	editacpt = Edit Accepted Report (This should be worked with 304)





	Click on the IF directory twice, on the remote side, to open the directory.





	Arrow down to the file IF34077.TXT and highlight.





	Click on the arrow to move the file to C:/My Documents/Word.





	Click on the green arrow twice, on the remote side, to bring back the directories.





	Click on the TBO directory twice, on the remote side, to open the directory.





	Arrow down to the file TBO34077.TXT and highlight.





	Click on the arrow to move the file to C:/My Documents/Word.





	Arrow down to the file TR34077.TXT and highlight.





	Click on the arrow to move the file to C:/My Documents/Word.





	Click on Close.


	


	Click on Exit.





	Click on File Manager.





	Click on C: drive





	Arrow down to My Documents directory, click open.





	Click open Word directory.





	Click on IF34077.TXT.  Click on File.  Click on Rename.  Rename each file according to the month the report pertains to.  The reports run one month behind.  Example:  if06.txt/Jun report - downloaded in Jul.  Rename TB and TR files in the same manner.





	Open each file to edit and place in the correct format for research and printing.  Should be on Landscape, Courier New, and 10 pitch for IF/8 pitch for TB and TR files
