Overview of AS/400 Download Process FOR ACCESS

1. Make sure your C:\xfer folder has been created and that the QVT/Net FTP server is running in the system tray. The system tray is the group of icons in the lower-left corner of the screen, usually by the clock. Hover your mouse pointer over each one till you find QVT/Net FTP server (it should have a red down arrow on a gray background). If you do not find it, contact the Help Desk and ask to have the QVT/Net FTP server configured.
2. Run the download item from the AS/400. Directions for that process vary by menu and option. If working with an AS/400 report, create the report and download it. Click here to open a web page with general instructions on downloading reports.
3. Open Access software and import the AS/400 file that is stored on your PC in the C:\xfer folder. Click here to open a web page with general instructions on importing reports.
4. If data filtering is required, run a query to filter the records. Save the query. Click here to open a web page with general instructions on creating queries in Access.
5. Merge the table or query with Word and print the merged documents.  (optional) Click here to open a web page with general instructions on mail merges.
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