How to create an inspector’s work file
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An inspector’s work file is a file that begins with the contract number then an underscore followed by the user ID, some numbers, and an extension of “iwf.” This file contains establishments that the inspector is responsible for and current values for questions and dropdown boxes.  This file should be sent after receiving an administrative update or adding or removing establishments. The establishments sent would only be the ones that have the territory code that matches the inspector’s. Start the administrative program go to File> Export Files> Inspectors work file. The folder selection screen will pop-up (Figure 1). Using this screen you can select the location you want the files saved to, or make a new folder to store them. Highlight the location you want to store them or hold them temporarily, and then press ok.

Figure 1
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Available Staff Members (check to select)

St 1D Name (3] Emai Address
[CJAVANBERKUM VAN BERKUM AVANBERKUM@DIA STATEIAUS
[CJBBERNING BERNING WBERNING@DIA STATEIAUS
CHURCH BCHURCH@DIASTATEIAUS
OosiEm SIEM dsiem@dia state ja.us
OEMEYER MEYER EMEYER@DIA STATEIAUS
Ouown LOWN MLOWN@DIA STATEIAUS
OMsPELTZ SPELTZ MSPELTZ@DIA STATEIAUS
[CJRATHERTON  ATHERTON RATHERTON@DIA STATEIA.US
OspLatT PLATT splatt@dia state ia.us
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The export staff select screen comes up (Figure 2). Select the staff members you wish to send a work file by checking in the little 

boxes. You can send to 1, or all, or any number in between. After selection press “ok”

Figure 2
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Figure 3 lets you know the file has been created. And it is ready to email. If you are emailing press Yes.

This last screen lets you know that the email has been sent either to the recipient or it has been placed in your out box if you are not connected to the Internet or email server.

