Welcome to the WebITOMS tutorial on how to export flat files TO NEAR and view transmission information.

From the Homepage, run your mouse over the Flat Files link on the top menu. On the drop-down menu, select Exports. This will take you to the Near File Export page.

If you have access to multiple regions, click on the drop-down list to select your desired region. If you are a user with access to one region only, your region will already be populated for you.

If you would like to transmit everything in the hold file, select the All checkbox, which will automatically select all categories that contain files that are ready for transmission. You may select individual file types if you do not wish to export all files.

Click the Transmit button. You should get a confirmation message, along with information on how many records were transmitted in each category.

You can view the Current Transmissions here.

You will be able to view Transmission History here. From the drop-down list, select a file type that you would like to search for.

You can search by either File Name or by specifying date range. 

The Enter File Name option will be selected by default. Enter the filename in the textbox and click Retrieve for the results.

You may also select the Enter Date Range radio button and enter the beginning and end dates, to return all files that were transmitted between the specified dates. Click Retrieve.

This concludes the tutorial on how to export flat files and view transmission information.

