How to import an administrative update file

An administrative update file is the file that the Food and Consumer Safety Bureau uses to keep the contracts up-to-date on changes in the values for codes, questions, and the director’s signature. It is a data file that is sent periodically by the Bureau staff to all contracts. It starts with the contract code, an underscore, a number, and ends with an extension of “iaf.”  For example: 00_20040725120000.iaf.

This file is imported by saving the file to the desktop (importing it without saving it to the desktop or other location on the local computer could cause the import to fail). Next start the administrative update program select File>import data. The screen below (Figure 1) will appear. Note the type of file in the red circle; this needs to be changed to administrative update file
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Figure 1
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Figure 2

In Figure 2 the type of file has been changed to administrative update file and now the file appears in the box. Click on it and it will appear in the file name box.  Press open and in a short time the following box appears, indicating the import is finished
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