ODS  (DOWNLOAD FILE)

*Double click on the ODS icon.

*When the block comes up asking for information type in:

                  Username:   ########   <tab>

                  Password:    ########   <tab>

                  Database:    ########    <enter>

*When the world comes up you are connected.

*Click on the word entitlements.

*Click on retrieve ODS to IATS.

*Double click on the black line so it will fill the fields.

*In the file type box, click on the down arrow.

*Click on IATS 5.0.

*Click on the create button.

     ----wait until it displays a file name, then write this name 

          on your download report.

*Click on the exit button at the bottom of the screen.

*Click on the word entitlements.

*Click on retrieve ODS to CAPS.

*Double click on the black line so it will fill the fields.

*Click on the create button.

     ----wait until it displays a file name, then write this name

          on your download report.

*Click on the exit button at the bottom of the screen.

*If you are ready to sign out click on the word exit at the top.

*Click exit again.

****Make sure you use the exit buttons to sigh out otherwise you are not signing out properly****

