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Importing your Data from Email

If you are using Microsoft Outlook Express, the screen should look similar to the one below. This
is the screen that you will be looking at when you are receiving the email.

e - = 1 1 1
¥ Tasks completed - Outlook Express - Main Identity E @S|
File Edit Yew Tools Message Help ,'J.'
ko d
l_LlJ M ﬂ*‘ ﬂ’ \{*E = X l_-u - eyt
: Create Mail Reply Reply Al Forward Prink Delete SendfRecy Addresses
|
Folders X+ @ % From Subject 2
I‘.;.f] Outlook Express @ 2 Maria Tarbuck, Re: Password Change
=% Local Falders £59 Jaki Anvon PP upstairs Research
= Inbox EZ1Emma Logain Re: Wiord
S Accounts £@ John Troth Fua: ¥eroow Meter Request - Account
$Eh Adverts 1] = Melanie Roberts
$E3 Backups £ Giles Armitane Fur: cant send emails b
SE1 Cable Day p ?
{2 Cabling Work From: Melanie Roberts To: elaine turburvile@abibuildingdata, conn y
Q@ Custamer Suppoart Subject: Data- 57 - - 48221 f
£ Elaine =
4= by artacne CUr Al as reduested. Le1RN 4 = ujre Ay more
S Forums ! find attached your dat quested. Ifw i v
@ Infarmation v || miormation or have any questions regarding the range of services we
Contacts + w || provide, please reply to this ermail
[ FIABI Customer Suppart = w
1399 messagels), 0 unread @ w'orking Online I‘_:ﬁl Mo new messages

The folder you will receive the email data into will be the ‘Inbox’.

The top right section of the screen shows what is in this folder. In the diagram above you can see
that I have highlighted my email from ABI in the ‘Inbox’.

The bottom right section of the screen will display the email that is currently selected.

You can view an email in two ways. The first way is to select the email in the main ‘Inbox’ screen
and let it be displayed in the bottom right section as shown above.

The second method of viewing an email is to double click on it. This will load up the email in a new
window.
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& Data - 57 - - 48221

© Fle Edit Vew Tools Message Help

Reply Reply Al Forward Print Delete Previous Mext Addresses
From: Melanie Roberts
Date: 07 April 2004 15:21
To: elaine. turburvile@abibuildingdata. com

Subject: Data-57 - - 48221
attach:  |Ellthil.zip (1,35 ME) |

Please find attached vour data as requested. If you require any more information or have any questions regarding the
range of services we provide, please reply to this email

Eegards,

Charlotte Quirk
ARI Building Data Ltd

As you can see at the top of the email window the name of the person who sent the email is
displayed, the date it was received, who it was sent to and the subject of the email. You can also
see an ‘Attach’ box displayed. This will list all the attachments that have come with the email.

To view the attachment, right-click on the attachment and select ‘Save As.." from the drop-down
menu.

& Data - 57 - - 48221

© File Edit view Tools Message Help :,'
g & w8 < X © O w
Reply Reply Al Forward Print Delete Previous ext Addresses

From: Melanie Roberts

Date: a7 April 2004 15:21

To: elaine. furburville@abibuildingdat a. com

Subject: Data - 57 - - 48221

Attach: W |
I: Open

Prink

Pleaze find atta
range of servics

a3 requested. If you require any more information or have any questions regarding the
lease reply to this email

Save All..

Regards,

Charlotte CQuurke
APBT Building Data Ltd.
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Choose where to save the file by using the drop down arrow here to select the Local Disk C:\ drive.
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Please make sure that it is saved to the hard drive when doing an import. (It must not go into a file
with a long name, as Trackbase Lite won't be able to read it). Also you must not change the file

name at all as Trackbase Lite will not be able to locate the data file.

Open Trackbase Lite and click on the ‘Import’ button.
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If you receive your data via email or from the Internet you may see the following message box.
Click on the ‘Continue’ button to locate your data file.
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th32.exe - No Disk x|

@ There is no disk in the drive. Please insert a disk inko drive A:.

Cancel | Try Again | Continue |

This will open the ‘Select Data File’ window, as shown below.
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Change the ‘Look in’ box to look in your Local Disk C and find the file Thii.zip. Click on the Tbii.zip
file once to highlight it and then click on the ‘Open’ box.
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A message box will open telling you how long your last import took. Click on the ‘Yes’ button to
continue with the import.

Trackbase Lite x

\‘?‘i) ‘our lask importation lasted 1 Second(s), are you sure wou wish ba continue?

Yes Mo |
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The import will begin. The indicator bar at the bottom of the window allows you to see the progress
of the import.
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Once the import has completed you will be returned to the front screen of Trackbase Lite.

Please note: Once you have started the import process, it is not advisable to try to cancel the
operation in any way. Depending on the number of project details you receive and the speed of
your computer the import can last from a few minutes to a few hours.

Page 5 of 5

Importing your Data from Email



